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City  and  County  of  San  Franciaco 


Civil  Service  Commission 


October  1 ,  1988 


The  Honorable  Art  Agnos 
Mayor  of  the  City  and  County 

of  San  Francisco 
Room  200  City  Hal  I 
San  Francisco,  CA  94102 

Dear  Mayor  Agnos: 

On  behalf  of  my  colleagues  on  the  Civil  Service  Commission,  I  am 
pleased  to  submit  the  Annual  Report  of  the  Civil  Service  Commission  and 
its  staff  for  the  fiscal  year  concluding  June  30,  1988. 

Fiscal  Year  1987-88  has  continued  to  be  a  year  of  significant 
achievement  for  the  Civil  Service  Merit  System  in  San  Francisco,  and  I  am 
pleased  to  highlight  several  accomplishments  of  your  Commission  which  are 
reviewed  in  detail  in  this  report: 


ADMINISTRATIVE  SERVICES  UNIT 


In  response  to  the  City's  fiscal  crisis  the  Assistant  Secretary's 
Office  was  assigned  the  responsibility  of  processing  the  anticipated 
layoffs  resulting  from  the  projected  budget  shortfall.   In  order  to  inform 
City  departments  about  the  civil  service  layoff  policies  and  procedures, 
the  Assistant  Secretary's  office  conducted  training  sessions  on  the  rules 
governing  layoffs.   These  sessions  were  attended  by  departmental  personnel 
representatives  and  appointing  officers  from  throughout  City  government, 
and  by  representatives  from  virtually  every  union  representing  City 
employees.   In  addition,  a  temporary  unit  comprised  of  Commission  staff 
was  created  to  directly  assist  departments  in  the  processing  of 
departmental  layoffs  and  ensure  adherence  to  the  City's  seniority  system. 

II.    EQUAL  EMPLOYMENT  OPPORTUNITY  UNIT 

The  Equal  Employment  Opportunity  Unit  continued  to  provide  equal 
employment  training  in  Fiscal  Year  1987-88.  A  total  of  891  supervisors 
and  managers  attended  these  training  programs  which  may  have  contributed 
to  a  decrease,  for  the  second  consecutive  year,  in  the  number  of 
discrimination  complaints  filed  in  Fiscal  Year  1987-88. 

In  their  effort  to  assist  employees  affected  by  layoff,  the  EEO  Unit 
developed  and  implemented  a  comprehensive  outplacement  program.  The 
outplacement  program  consisted  of  publishing  a  self-help  reference  manual 
entitled  Outplacement  Resource  Catalog  and  conducting  Layoff  Informational 
Workshops  for  laid  off  employees.  The  workshops  focused  on  providing 
employees  with  general  information  on  Civil  Service  Commission  layoff 
rules,  seniority,  holdover  and  reemployment  rights.   In  a  joint  effort 
with  the  private  sector  agencies  and  employers,  the  EEO  Unit  coordinated  a 
Job  Search  Skills  Workshop  through  Transitional  Management  Group  (TMG)  and 
conducted  a  Job  Fair  which  was  attended  by  80  Bay  Area  employers. 


Room  151  City  Hall 


San  Francisco  94102 


The  Honorable 

Art  Agnos,  Mayor  -2-  October  1,  1988 


III.  MANAGEMENT  DEVELOPMENT  (TRAINING)  UNIT 

A  total  of  1633  executive,  middle,  and  first  line  managers  were 
trained  through  the  citywide  Management  Development  Program  with  the 
assistance  of  the  facilities  at  the  Transamerica  Corporation.  The  topics 
included  Managing  Effective  Meetings,  Win/Win  Conflict  Resolutions  and 
Stress  Management. 

IV.  MANAGEMENT  INFORMATION  SERVICES  UNIT 

At  the  beginning  of  Fiscal  Year  1987-88,  the  Civil  Service 
Commission  data  base  for  City  and  County  and  School  District  employees 
could  not  support  a  program  which  would  provide  the  required  seniority  and 
reemployment  information  necessary  to  process  layoffs  and  reemploy 
affected  employees.   In  response  to  this  need,  significant  changes  were 
made  to  five  of  our  largest  data  processing  applications  which  required  a 
significant  upgrade  of  our  primary  department  prossessor. 

V.  EXAMINATION  UNIT 

In  its  continuing  efforts  to  produce  eligible  lists  from  which  all 
permanent  City  and  County  employees  are  selected,  the  Examination  Unit's 
endeavors  yielded  182  eligible  lists  in  Fiscal  Year  1987-88.  The  adoption 
of  these  lists  was  achieved  in  spite  of  layoffs  and  the  reassignment  of 
Examination  staff  to  the  Layoff  Task  Force. 

The  Civil  Service  Commission  is  justly  proud  of  its  accomplishments 
in  advancing  the  goals  of  the  merit  system  in  Fiscal  Year  1987-88.  During 
the  next  fiscal  year,  we  plan  to  give  added  emphasis  to  our  management  and 
policy-setting  role  and  to  support  and  encourage  continued  improvement  in 
the  management  process  in  the  Civil  Service  system  of  the  City  and  County 
of  San  Francisco. 


Respectfully  submitted, 
CIVIL  SERVICE  COMMISSION 


Louis  Hop  Lee 
President 


TABLE  OF  CONTENTS 


LETTER  OF  TRANSMITTAL  TO  MAYOR 

THE  CIVIL  SERVICE  COMMISSION 

Membership 1 

Responsibi  lities 1 

Meetings  and  Hearings 1 

PROGRAM  AND  UNIT  REPORTS 

CLASSIFICATION  UNIT 3 

Work  Program  Detai  1 3 

Major  Classification  Studies 4 

Projected  Classification  Activities 6 

SALARY  STANDARDIZATION  UNIT 7 

Mi  seel  laneous  Employees 7 

Pay  Equity 9 

Registered  Nurse 10 

Municipal  Rai  lway 10 

Pol  ice  and  Fire 12 

Timeroll  Audit 15 

EXAMINATION  UNIT 16 

MANAGEMENT  DEVELOPMENT  (TRAINING)  UNIT 18 

Management  Training 18 

Performance  Apprai  sal 19 

EQUAL  EMPLOYMENT  OPPORTUNITY  UNIT 20 

CERTIFICATION  UNIT 25 

MANAGEMENT  INFORMATION  SERVICES  UNIT 26 

ADMINISTRATIVE  SERVICES  UNIT 27 

In-Service  Activities 27 

Mail  and  Reproduction  Services 27 

DECENTRALIZED  PERSONNEL  UNITS 

Airports  Commission 29 

Publ  ic  Health  Department 30 

Publ  ic  Uti  1  i  ties  Commi  ssion 33 


THE  CIVIL  SERVICE  COMMISSION 


MEMBERSHIP 


The  Civil  Service  Commission  is  composed  of  five  members  (at  least  one  of  whom 
must  be  a  woman)  appointed  by  the  Mayor  and  serving  six-year  terms  of  office. 
During  the  fiscal  year,  one  member  left  the  Commission:  Timothy  L.  Porter  who 
had  served  one  year.  Those  currently  serving  on  the  Civil  Service  Commission 
are  Louis  Hop  Lee,  President,  Carlota  Texidor  del  Portillo,  Vice  President,  A. 
Lee  Munson  and  Cleo  Donovan. 

RESPONSIBILITIES 

The  Civil  Service  Commission  is  mandated  by  Charter  to  be  the  employment  and 
personnel  department  of  the  City  and  County  that  qualifies  individuals  for 
appointments  to  the  public  service  on  the  basis  of  merit  and  fitness  as  shown 
by  appropriate  tests.  The  Commission  classifies  and  reclassifies  all 
employments  in  City  departments,  including  those  exempted  from  Civil  Service 
examination  by  Charter.  The  Civil  Service  Commission  is  authorized  to  adopt 
rules  which  have  the  force  and  effect  of  law  to  regulate  all  merit  system 
personnel  activities  in  the  City  and  County.  The  Commission  also  has  broad 
powers  in  resolving  complaints  of  discrimination. 

MEETINGS  AND  HEARINGS 

During  Fiscal  Year  1987-88,  the  Civil  Service  Commission  met  31  times. 

The  Commission  conducted  21  regular,  four  special  meetings  and  six  executive 
sessions  in  order  to  review  separations  from  service,  classification,  salary 
and  wage,  in-service  and  examination  matters.  One  of  the  special  meetings 
held  all  day  on  a  Friday  and  adjourned  to  the  following  Saturday,  focused 
attention  on  the  City's  fiscal  crisis  and  the  potential  for  mass  layoffs  of 
City  employees.  At  this  meeting,  the  Commission  reviewed  all  28,351  positions 
within  the  City  and  County  of  San  Francisco.  Of  these,  6,766  positions  had 
requests  for  special  conditions  of  employment  requiring  Exception  to  the  Order 
of  Lay-Off  and  were  acted  on  by  the  Commission.  In  other  meetings  the 
Commission  considered  170  classification  and  pay  items.  As  a  result  of 
Commission  action,  29  Salary  Ordinance  amendments  were  submitted.  Among  the 
pay  matters  considered  by  the  Commission  were  the  surveys  of  Police,  Fire, 
Registered  Nurse  and  Municipal  Railway  rates  of  pay.  The  Commission  reviewed 
32  items  of  in-service  activities.  In  addition,  the  Commission  considered  32 
examination  matters . 

A  total  of  313  Separations  from  service  were  processed.  The  adoption  of 
amendments  to  Civil  Service  Commission  Rules  6  -  Hearings  and  33  - 
Resignation,  effective  July  1,  1987,  eliminated  the  automatic  calendaring  of 
separations.  Only  employees  who  appeal  their  separations  were  scheduled  for 
hearing  before  the  Commission. 
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Consequently,  the  Commission  reviewed  the  following  50  separations  from  City 
and  County  service:  eight  resignations;  three  terminations  of  limited  tenure 
appointments;  16  terminations  of  entrance  probationary  appointments;  five 
terminations  of  promotive  appointments;  four  terminations  of  temporary  Civil 
Service  appointments;  and  13  dismissals  of  permanent  employees.  The 
Commission  also  considered  one  appeal  of  automatic  resignation. 

This  change  has  facilitated  the  proceedings  of  Commission  meetings,  while  at 
the  same  time  continues  to  Insure  the  due  process  rights  of  separated 
employees . 
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CLASSIFICATION  UNIT 


Position  classification  is  a  basic  tool  of  personnel  management  that  provides 
a  systematic  means  of  identifying  and  describing  different  kinds  of  work  in 
terms  of  primary  tasks,  duties  and  responsibilities;  and  the  knowledge,  skills 
and  abilities  required  for  their  performance.  After  positions  In  the  public 
service  are  grouped  into  classes  on  the  basis  of  similarity  in  these  respects, 
specifications  delineating  the  basic  characteristics  of  a  class  are  prepared. 
In  most  instances,  classes  are  grouped  into  series  providing  career 
opportunities  in  City  employment.  This  process  assures  like  treatment  of 
similar  positions  in  recruitment,  examination,  pay,  training  and  promotion. 
Position  classification  is  the  fundamental  element  in  implementing  the  merit 
principles  of  equal  pay  for  equal  work. 

WORK  PROGRAM  DETAIL 

Program  Description: 

This  is  the  central  unit  responsible  for  planning,  coordinating  and  conducting 
the  majority  of  the  classification  studies  of  1,644  classes  consisting  of 
approximately  28,351  positions.  This  work  involves  classification  of  new 
positions,  reclassification  of  existing  positions,  recommendations  on  the 
staffing  of  organization  units,  classification  problem  resolution  by  research 
and  survey,  position  audits,  preparation  of  reports,  letters,  memoranda  and 
Salary  Ordinance  Amendment  legislation. 

UNIT  1987-88  FISCAL  YEAR 

A.  Classes  established,  consolidated  and  abolished 

B.  Positions  classified/reallocated 

C.  Classification  reports  calendared 

D.  Salary  Ordinance  Amendments  prepared 

E.  Tenure  of  requisition  requests  acted  upon 

*N0TES: 

1.  This  figure  includes  28  new  classes  established,  one  class  consolidated 
and  two  classes  abolished. 

2.  This   figure   includes   366   new  positions  classified,   39  positions 
reclassified  and  242  positions  converted  from  temporary  to  permanent. 

3.  This  figure  reflects  the  following  detailed  classification  actions: 

26  personal  services  contract  reports  (765  contracts),  nine  specification 
amendments,  39  positions  reclassified,  242  positions  converted  from 
temporary  to  permanent,  366  new  positions  classified,  two  classes 
abolished,  28  new  classes  established,  and  5  Staff  Aide/Assistant,  Special 
Project  positions  approved. 


31 

(1)* 

744 

(2)* 

101 

(3)* 

25 

1  ,280 
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MAJOR  CLASSIFICATION  STUDIES: 

The  Classification  Plan  consists  of  all  classes  established,  and  it  is  amended 
to  reflect  changes  in  departmental  organization  or  in  duties  assigned  to 
positions.  During  the  past  year,  the  Classification  Unit  conducted  the 
following  major  studies  in  Its  effort  to  insure  that  the  Plan  is  an  accurate 
reflection  of  the  current  organization: 

City-Hide 

In  anticipation  that  there  would  be  a  large  number  of  layoffs  due  to  a 
projected  budget  shortfall  for  Fiscal  Year  1988-89,  staff  reviewed  requests 
for  exceptions  to  the  order  of  layoff. 

Civil  Service  Rule  32  provides  that  subject  to  exceptions  for  special  skills 
and  qualifications,  strict  seniority  is  the  basic  principle  in  administering 
employee  layoffs.  Staff  required  the  departments  requesting  an  exception  to 
the  order  of  layoff  to  submit  supporting  proof  of  the  existence  of  and  need 
for  a  special  skill  or  qualification.  Such  proof  normally  consisted  of  one  or 
more  of  the  following: 

Provision  of  an  examination  announcement/eligible  list 

A  special  skill  or  qualification  previously  stated  on  a  personnel 

requi  si  tion 

A  special  skill  or  qualification  previously  authorized  by  letter  from 
the  Civil  Service  Commission  staff 

Submission  of  copies  of  historical  documents  indicating  the  prior 
existence  of  the  special  skill  or  qualification 

Specific  legal  requirements  requiring  special  skill  or  qualification 
(e.g.  licensing  requirements). 

Classification  staff  reviewed  approximately  2,500  requests  submitted  by  43 
different  departments. 

Department  of  Public  Health 

At  the  request  of  the  Department  of  Public  Health,  staff  reviewed  and 
recommended  the  classification  of  24  positions  approved  in  a  Supplemental 
Appropriation  to  implement  transfer  of  the  Office  of  Mental  Health  Social 
Services  (OMHSS)  program  from  the  State  to  the  County.  The  transfer  of  the 
program  was  mandated  through  a  Charter  Amendment  approved  by  the  voters  in 
November,  1985. 

The  program  provides  conservatorship,  case  management  and  administrative 
support  services  to  gravely  disabled  clients  under  the  Lanterman-Petris-Short 
(LPS)  Act.  To  effectuate  the  transfer,  staff  allocated  State  of  California 
positions  to  City  and  County  classes  and  allowed  for  the  permanent  appointment 
of  State  of  California  program  staff  to  City  and  County  positions  which  were 
determined  to  be  comparable  to  their  State  classifications. 
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San  Francisco  Unified  School  District 

The  San  Francisco  Unified  School  District  requested  a  new  series  of  classes  to 
perform  asbestos  abatement  and  inspection  mandated  at  all  school  facilities. 

The  Classification  Unit  staff  made  a  comprehensive  review  of  the  detailed 
documentation  submitted  by  the  District  on  this  matter.  Staff  contacted 
CAL/OSHA,  Federal  OSHA,  the  Environmental  Protection  Agency,  the  Department  of 
State  Licensing  Board,  the  White  Lung  Association  and  five  other  California 
school  districts  to  survey  guidelines  for  asbestos  control  as  well  as  the 
implementation  plans  of  other  agencies.  In  addition  to  lengthy  discussions 
with  district  representatives,  the  staff  conferred  with  representatives  from 
the  Public  Utilities  Commission,  Department  of  Public  Works  and  the  City 
Attorney's  Office  to  investigate  asbestos  control  procedures  City-wide.  Staff 
surveyed  the  Insulators  and  Asbestos  Worker's  Union,  the  Laborer's  Union  and 
private  asbestos  contractors  to  obtain  information  on  training  requirements 
and  salaries.  This  issue  also  necessitated  meetings  and  negotiations  with 
District  personnel  involved  in  the  Asbestos  Program  and  with  representatives 
from  International  Federation  of  Professional  and  Technical  Employees  (IFPTE) 
Local  21. 

Based  on  this  study,  staff  recommended  the  establishment  of  two  new  classes, 
7515  Asbestos  Abatement  Worker  I  and  7218  Asbestos  Abatement  Worker  II. 

Port  of  San  Franci  sco 

The  Port  established  two  new  units:  a  Port  Property  Development  Unit  and  a 
Port  Planning  Unit.  The  department  budgeted  four  new  positions,  including  two 
specialized  management  level  positions,  to  staff  these  units. 

Staff's  review  of  this  matter  involved  discussions  with  personnel  from  the 
Port  and  the  City  Planning  Department,  and  meetings  with  representatives  from 
IFPTE  Local  21.  Additionally  staff  made  a  detailed  survey  of  the  property 
development  and  planning  operations  at  other  West  Coast  ports.  Staff's 
classification  of  the  four  budgeted  positions  included  the  establishment  of 
two  new  classifications  and  the  amendment  of  two  existing  class  specifications. 

Department  of  Public  Works 

The  Bureau  of  Water  Pollution  Control  reorganized  to  create  a  maintenance 
planning  and  scheduling  section  to  reduce  downtime  and  improve  equipment 
reliability  at  the  water  treatment  facilities.  This  involved  the  substitution 
and  classification  of  10  positions.  One  position  was  classified  as  a  Sewage 
Treatment  Plant  Superintendent  to  head  the  new  section.  Additional  positions 
in  Chief  and  Senior  Stationary  Engineer  were  classified  to  supervise  and 
monitor  maintenance  planning  and  preventative  maintenance  scheduling.  Two 
positions  in  the  Management  Information  Systems  series  were  approved  to  Input, 
monitor  and  report  on  work  orders  and  statistics. 

A  study  of  positions  at  the  laboratory  at  the  Bureau  of  Water  Pollution 
Control  was  completed,  recommending  the  establishment  of  two  new  classes.  The 
classes  Marine  Biologist  and  Senior  Marine  Biologist  were  adopted  to  provide 
marine  toxonomy  and  analyses  at  the  outflow  locations  In  the  bay  and  ocean. 
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City  Attorney's  Office 

At  the  request  of  the  City  Attorney,  staff  surveyed  89  positions  in  seven 
departments  in  the  Legal  Stenographer  series,  and  recommended  amending  the 
class  specifications  and  retitling  the  three-level  series  to  Legal  Secretary 
I,  II.  and  III.  The  amended  specifications  emphasize  the  organizational  and 
administrative  skills  of  a  secretary  and  deemphaslze  the  stenography  skill. 
The  survey  revealed  that  City  and  County  attorneys  in  most  departments  use 
transcription  equipment  or  longhand  drafts,  rather  than  face-to-face  dictation 
wi  th  a  secretary. 

PROJECTED  CLASS  I F I  CATION  ACTIVITIES 

Maintenance  of  the  Classification  Plan  is  a  continuing  function  of  the 
Classification  Unit.  Departmental  requests  are  always  reviewed  in  terms  of 
the  Plan  with  a  view  toward  the  inclusion  of  new  positions  in  existing 
classifications.  On  occasion,  new  duties  are  added  to  a  class  by  means  of 
amendments  to  specifications.  At  other  times  consolidation  of  two  or  more 
classes  may  be  appropriate. 

The  1988-89  Budget  for  the  City  and  County  of  San  Francisco  includes 
approximately  803  new  and  substitute  positions  which  must  be  reviewed  by  the 
Classification  Unit.  Many  of  these  positions  were  reviewed  prior  to  budgetary 
approval  by  the  Mayor;  others  will  involve  further  in-depth  analysis  by 
staff.  Creation  of  new  classes  and  amendments  to  existing  class 
specifications  may  be  required  to  meet  changing  needs  within  City  departments. 

Significant  projects  to  be  reviewed  by  the  staff  in  the  coming  fiscal  year 
(1988-89)  include:  establishing  an  Epidemiologist  series  and  revising  the 
Health  Program  Coordinator  series  in  the  Department  of  Public  Health; 
conducting  a  study  of  Property  Management  positions  in  revenue  producing 
departments;  reviewing  a  reorganization  of  Public  Work's  Bureau  of  Building 
Inspection. 
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SALARY  STANDARDIZATION  UNIT 

The  primary  function  of  the  Salary  Standardization  Unit  is  to  survey 
prevailing  rates  of  pay  in  private  and  public  jurisdictions  as  a  basis  for 
establishing  rates  of  pay  for  all  City  employees.  Including  pay  equity, 
according  to  the  provisions  of  the  Charter,  as  well  as  implementing  and 
recommending  revisions  to  the  administrative  provisions  of  the  Salary 
Standardization  Ordinance.  Other  duties  include  conducting  fringe  benefit  and 
specialized  surveys  at  the  request  of  the  Civil  Service  Commission  or  Board  of 
Supervisors,  completing  survey  questionnaires  for  other  jurisdictions  and 
implementing  the  salary  plan  by  coordinating  salary  matters  with  all  City 
departments . 

Salary  Standardization  is.  by  Charter,  divided  into  four  major 
categories : 

1.  Miscellaneous  Employees  -  Charter  Sections  8.400,  8.401.  8.407  and 

8.407-1 

2.  Registered  Nurse  Classifications  -  Charter  Section  8.403 

3.  Municipal  Railway  Platform  Employees  -  Charter  Section  8.404 

4.  Police  and  Fire  -  Charter  Section  8.405 

Methods  of  determining  pay  rates  and  some  of  the  working  conditions  for  each 
of  the  groups  are  as  follows: 

MISCELLANEOUS  EMPLOYEES 

Charter  Section  8.407  requires  the  Civil  Service  Commission  to  conduct  a 
comprehensive  investigation  and  survey  of  basic  pay  rates,  wages  and  salaries 
in  other  governmental  jurisdictions  and  private  employment  for  like  work  and 
like  service,  based  on  job  classifications  primarily  in  the  Bay  Area,  and 
requires  the  Civil  Service  Commission  to  make  its  findings  based  on  facts  and 
data  collected  as  to  what  the  generally  prevailing  pay  rates  are  for  each 
benchmark  class.  Salary  data  first  must  be  coilected  from  the  Bay  Area 
counties  of  Alameda,  Contra  Costa.  Marin,  San  Mateo,  San  Francisco  and  Santa 
Clara.  If  there  is  insufficient  salary  data  available  from  these  agencies, 
the  Commission  may  survey  other  major  public  agencies  in  the  State  utilizing 
such  classes  where  the  agency  employs  more  than  3,000  persons.  The  Charter- 
stipulates  that  the  salary  data  from  public  agencies  be  collected  from  five 
Bay  Area  counties;  the  ten  most  populous  cities  in  these  counties:  agencies  of 
the  State  and  Federal  government  and  from  school  districts  and  other  special 
districts  in  these  counties. 

The  Commission  also  collects  private  basic  pay  rate  data  from  the  recognized 
governmental  Bay  Area  salary  survey  of  private  employers  in  the  City  and 
County  of  San  Francisco  and  Bay  Area  counties  of  Alameda,  Contra  Costa,  Marin, 
San  Mateo  and  Santa  Clara.  The  data  collected  is  limited  to  rates  of  pay  and 
salaries  actually  being  paid  by  private  employers  for  like  work  and  like 
service. 
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Charter  Section  8.407  defines  the  term  "prevailing  rates  of  wages"  as  the  rate 
ranges  developed  from  the  weighted  average  of  the  midpoints  of  the  basic 
rates,  excluding  fringe  benefits,  for  surveyed  public  employment  and  the 
median  of  the  pay  rates  for  private  employment.  It  stipulates  that  the  Board 
of  Supervisors  shall  not  set  the  maximum  rate  of  pay  for  any  class  in  excess 
of  the  maximum  prevailing  rate  for  the  class  and  further  provides  that  no 
employee  shall  have  his/her  basic  pay  rate  reduced. 

A  report  containing  a  summary  of  the  preliminary  data  prepared  by  the 
Personnel  Department  of  the  Civil  Service  Commission  was  available  for 
inspection  beginning  August  1987.  Employee  representatives  and  employees  were 
invited  to  request  salary  adjustments  supported  with  any  information  or  data 
that  would  justify  such  adjustments.  The  data  presented  was  reviewed, 
analyzed  and  modified  for  a  period  of  approximately  two  months.  Salary 
recommendations  were  not  finalized  until  a  public  hearing  was  held  at  which 
time  employees,  employee  organization  representatives  and  representatives  of 
civic,  public  and  professional  organizations  were  given  an  opportunity  to 
express  their  views  on  salary  standardization. 

The  recommended  schedules,  together  with  the  existing  schedules  of 
compensation,  were  posted  and  publicized  on  January  4,  1988,  for  a  period  of 
two  weeks  and  were  also  available  for  inspection  in  the  office  of  the  Civil 
Service  Commission.  The  proposed  schedules  of  compensation  also  apply  to  all 
non-certificated  employees  in  both  the  San  Francisco  Unified  School  District 
and  the  San  Francisco  Community  College  District. 

The  data  contained  in  the  report,  "Salary  and  Wage  Survey",  was  obtained  from 
over  50  individual  public  jurisdictions  in  California,  the  Federal  Government, 
the  State  of  California  and  the  Bay  Area  Salary  Survey  Committee.  It  should 
be  noted  that  the  number  of  employees  for  the  State  of  California  and  Federal 
agencies  was  limited  to  agencies  in  the  six  Bay  Area  Counties. 

The  Civil  Service  recommendations  were  submitted  to  the  Board  of  Supervisors 
for  their  consideration.  The  Board  then  adopted  these  recommendations.  The 
new  salary  schedules  represented  increases  ranging  from  2.5%  up  to  8%.  The 
average  percentage  increase  granted  to  all  employees  was  approximately  4.77.. 

Due  to  the  large  budget  deficit  facing  the  City  and  County  of  San  Francisco, 
the  Mayor  vetoed  the  Ordinance  containing  the  new  pay  rates  for  Fiscal  Year 
1988-89.  The  Board  of  Supervisors  sustained  the  Mayor's  veto. 

Additionally,  the  electorate  approved  Proposition  B  in  the  June,  1988 
election.  This  Proposition  amended  the  Charter  and  allowed  for  a  pay  freeze 
for  all  City  employees.  Therefore,  there  was  no  general  increase  based  on 
prevailing  rates  for  City  employees  for  Fiscal  Year  1988-89.  The  only 
increase  went  to  employees  receiving  pay  equity  adjustments. 
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PAY  EQUITY 

With  passage  of  Proposition  H  In  the  November  1986  election  and  the  addition 
of  Section  8.401  to  the  City  Charter,  the  Civil  Service  Commission  was 
mandated  to  conduct  a  pay  equity  survey  comparing  City  and  County 
classifications  disproportionately  occupied  by  minorities  and  women  and  City 
and  County  classifications  not  disproportionately  occupied  by  minorlt'  s  and 
women.  Additionally,  the  staff  was  required  to  conduct  the  survey  in 
accordance  with  standards  and  guidelines  of  similar  surveys  in  other 
governmental  jurisdictions  and  private  employment  and  to  make  use  of  the  data 
acquired  from  such  entities. 

The  Charter  language  mandated  the  Commission  to  make  its  first  pay  equity 
report  to  the  Mayor  and  the  Board  of  Supervisors  on  or  before  February  1  of 
each  year  starting  in  1987.  The  Board  of  Supervisors,  after  receiving  this 
report,  may  make  upward  pay  equity  adjustments  to  the  basic  rates  of  pay  of 
the  respective  classes,  provided  that  such  adjustments  shall  not  exceed  the 
pay  equity  differentials  identified  by  the  Commission.  The  Mayor  has  the 
option  of  vetoing  in  whole  or  in  part  these  salary  adjustments  which  may  be 
approved  by  the  Board  of  Supervisors. 

Because  of  the  restricted  time  frame  of  the  first  report  (less  than  three 
months),  the  staff  was  obligated  to  rely  primarily  on  the  data  of  other 
agencies  which  had  made  use  of  point-factor  evaluation  systems.  With  the  aid 
of  data  acquired  from  three  California  jurisdictions  and  the  State  of 
Washington,  the  staff  was  able  to  develop  an  interim  methodology  providing 
comparisons  between  the  studies  evaluated  and  city  benchmark  classes 
disproportionately  occupied  by  minorities  and  women.  In  situations  where  the 
staff  could  not  find  an  appropriate  comparison  for  a  female/minority  dominated 
benchmark  class,  the  staff  then  recommended  that  such  a  class  be  granted  the 
same  pay  equity  adjustment  as  other  female/minority  dominated  classes  of 
similar  level  of  duties,  responsibility  and  compensation. 

The  initial  pay  equity  report  contained  a  series  of  recommendations  and 
observations  and  included  several  appendices  crucial  to  the  Employee  Relations 
Division  (representing  the  Board  of  Supervisors)  in  its  deliberations  with 
representatives  of  the  respective  public  employee  organizations.  One  of  the 
more  important  recommendations  contained  in  the  report  was  that  a 
classification  be  deemed  "disproportionately  occupied"  if  it  was  comprised  of 
701  or  more  minorities  and  women.  The  basis  for  this  recommendation  was  the 
practice  of  other  surveyed  jurisdictions  as  well  as  the  1980  census  of  the  San 
Francisco  work  force  which  showed  a  composition  of  approximately  67 . 3t  women 
and  minorities . 

The  negotiations  between  the  Employee  Relations  Division  and  the  Public 
Employee  Organizations  resulted  in  an  agreement  covering  the  period  from  July 
1,  1987  through  June  30,  1989.  The  first  year  of  the  pay  equity  salary 
package  negotiated  by  the  Board  of  Supervisors  provided  for  a  range  of 
increases  in  compensation  for  the  first  year  (1987-88)  from  1/2X  to  4.5X.  The 
second  year  of  the  package  provided  for  further  increases  in  compensation  from 
1/2X  to  5%.  These  increases  in  compensation  were  limited  to  employees  earning 
less  than  $45,000  per  annum. 
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Pursuant  to  the  Charter  mandate,  the  Pay  equity  Report  submitted  by  the  Civil 
Service  Commission  for  the  Fiscal  Year  1988-89,  consisted  primarily  of  updates 
of  the  Initial  report  and  related  materials  submitted  for  Fiscal  Year 
1987-88.  These  materials  included:  new  work  force  composition  report 
appendices;  and  updated  summary  of  relevant  survey  data  used  to  identify  pay 
equity  differentials  and  an  updated  revised  pay  equity  differential  booklet 
(Appendix  E). 

As  a  result  of  the  two  year  pay  equity  agreement,  a  total  of  513  job 
classifications  disproportionately  occupied  by  minorities  and  women  received 
an  Increase  in  compensation  above  the  regular  salary  standardization  Increase. 

REGISTERED  NURSE  CLASSIFICATIONS 

Charter  Section  8.403  provides  the  method  for  setting  salaries  for  all  classes 
which  require  a  Registered  Nurse  license.  Under  this  method,  the  Civil 
Service  Commission  Is  required  to  certify  to  the  Board  of  Supervisors  for  the 
acute  care  staff  nurse  classification  the  highest  prevailing  salary  schedule 
in  effect  on  April  15  granted  by  collective  bargaining  agreement  to  comparable 
registered  nurse  employees  in  public  and  private  employment  in  the  six  Bay 
Area  counties.  The  Charter  then  requires  the  Board  of  Supervisors  to  set  a 
rate  of  pay  for  such  nurses  not  in  excess  of  the  schedule  certified  by  the 
Civil  Service  Commission. 

Pursuant  to  that  Section,  the  Civil  Service  Commission  certified  that  the 

highest  prevailing  maximum  rate  was  $21.65  per  hour  (approximately  $3767  per 

month).  The  Board  of  Supervisors  then  adopted  a  maximum  rate  of  $18.65  per 
hour  (approximately  $3297  per  month). 

Again  just  as  for  Miscellaneous  Employees  no  increase  was  granted  to  our 
Registered  Nurse  classifications  due  to  the  pay  freeze  approved  by  the  voters 
in  the  June,  1988  election. 

MUNICIPAL  RAILWAY 

The  Civil  Service  Commission  staff  conducts  a  survey  of  transit  systems  in  the 
United  States  operating  primarily  within  cities  having  a  population  of  not 
less  than  500,000  and  normally  employing  not  less  than  400  transit  operators. 
The  Commission  then  certifies  to  the  Board  of  Supervisors  the  average  of  the 
two  highest  wage  schedules  in  effect  on  July  1  for  comparable  employees  in  the 
systems  certified  in  the  report.  The  Board  of  Supervisors  thereupon  fixes  a 
wage  schedule  which  shall  not  be  in  excess  of  the  average  of  the  two  highest 
wage  schedules  so  certified  by  the  Civil  Service  Commission. 

For  Fiscal  Year  1987-88,  the  attached  survey  showed  that  the  Washington  Metro 
Area  Transit  Authority  and  Santa  Clara  County  Transit  paid  the  highest  rates 
for  platform  personnel  as  of  July  1. 

The  average  of  the  two  was  $14.7375  per  hour,  effective  July  1.  1987,  and 
$15.0225  per  hour  effective  April  4,  1987,  and  $15.2775  per  hour  effective  May 
1,  1988.  The  Board  of  Supervisors  adopted  these  rates  which  represented  an 
average  increase  of  approximately  3%. 
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TRANSIT  OPERATOR  SALARY  SURVEY 

JULY  1987 

NO.  OF                                        MAX.  HOURS 
CITY OPERATORS TRANSIT  COMPANY RATE 

San  Jose        971  Santa  Clara  County  Transit  District  $14.84 

(eff.  4/4/88)  15.41 

Washington,  D.C.  2238  Washington  Metropolitan  Area  Transit  Authority  14.635 

(eff.  5/1/88)  15.145 

Boston,  MA      1480  Massachusetts  Bay  Transportation  Authority  14.34 

Los  Angeles,  CA  4230  Southern  California  Rapid  Transit  District  14.16 

Brooklyn,  NY     8983  New  York  City  Transit  Authority  14.1575 

New  York,  NY     8977  Manhattan  &  Bronx  Surface,  Transit  14.1575 
Operating  Authority 

Chicago,  IL     5896  Chicago  Transit  Authority  13.80 

San  Diego,  CA     545  San  Diego  Transit  Corporation  13.165 

Cleveland,  OH    1165  Greater  Cleveland  Regional  Transit  Authority    12.55 

Baltimore,  MD    1290  Maryland  Mass  Transit  Administration  12.545 

Columbus,  OH     464  Central  Ohio  Transit  Authority  12.45 

Houston,  TX     1230  Metropolitan  Transit  Authority  12.22 

Milwaukee,  WI     943  Milwaukee  County  Transit  System  11.99 

Phoenix,  AZ      436  Phoenix  Transit  System  11.72 

Philadelphia,  PA  2496  Southeastern  Pennsylvania  Transportation  11.365 
Authority 

Dallas,  TX       765  Dallas  Transit  System  10.56 

Detroit,  MI      1009  Detroit  -  Department  of  Transportation  10.09 

New  Orleans,  LA   722  New  Orleans  Regional  Transit  Authority  10.00 

San  Antonio,  TX   619  VIA  Metropolitan  Transit  10.00 
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POLICE  AND  FIRE 

Charter  Section  8.405  provides  the  method  for  setting  salaries  of  the 
uniformed  forces  in  the  Police  and  Fire  Departments.  Under  this  method,  the 
Civil  Service  Commission  is  required  to  survey  and  certify  to  the  Board  of 
Supervisors  rates  of  compensation  paid  Police  Officers  employed  in  the  Police 
Departments  in  all  cities  with  a  population  of  350,000  or  over  In  the  State  of 
California.  The  rate  to  be  certified  is  the  average  of  the  maximum  rates  paid 
to  each  Police  Officer  classification  performing  the  same  or  essentially  the 
same  duties  as  Police  Officers  in  the  City  and  County  of  San  Francisco; 
further,  this  certified  rate  is  to  be  the  rate  of  compensation  for  the  fourth 
year  of  service  in  the  class  of  Police  Officer.  The  rate  of  pay  for  the 
first,  second  and  third  year  of  service  for  Police  Officer  is  to  be 
established  in  accordance  with  the  general  percentage  differential  between 
seniority  steps  found  in  the  salary  ranges  included  in  the  cities  surveyed. 

The  pay  rates  established  hereby  for  Police  Officers  are  also  applicable  to 
Fire  Fighters,  based  on  the  principle  of  pay  parity  between  the  basic 
classifications  of  Police  Officer  and  Fire  Fighter.  At  the  election  of 
November  4,  1986,  the  electorate  approved  Proposition  I  which  amended  Charter 
Section  8.405  and  authorized  the  City  to  adjust  rates  paid  to  Police  Officers 
and  Firefighters  if  any  of  the  cities  utilized  in  the  annual  salary  survey 
adopted  new  pay  rates  after  our  survey  deadline  of  August  25th. 

Therefore,  for  Fiscal  Year  1987-88  there  were  three  salary  surveys  conducted 
throughout  the  year  to  determine  rates  of  pay  for  the  uniformed  force  of  the 
Police  and  Fire  Departments.  Effective  July  1,  1987,  the  rate  paid  Police 
Officers  and  Firefighters  was  $2726-3155  per  month.  This  represented  an 
average  increase  during  Fiscal  Year  1987-88  of  approximately  4.75%. 

In  accordance  with  Charter  Section  8.405,  paragraph  (f),  the  Civil  Service 
Commission  is  also  required  to  certify  to  the  Board  of  Supervisors  the 
percentage  increase  or  decrease  in  the  cost  of  living  during  the  twelve-month 
period  ending  March  31st  for  San  Francisco  and  for  the  cities  included  in  the 
certified  report.  The  attached  calculation  reflects  the  cost  of  living 
increase  in  San  Francisco  as  compared  with  the  average  cost  of  living 
increase  in  the  four  cities  surveyed.  The  average  increase  in  the  cost  of 
living  in  San  Francisco  was  2.6%  and  the  average  increase  in  the  cost  of 
living  for  the  cities  surveyed  was  3.1%. 

The  Board  of  Supervisors  may  increase  the  rate  certified  by  an  amount  equal  to 
the  difference  between  the  average  cost  of  living  increase  of  the  cities 
included  in  the  survey  and  the  cost  of  living  increase  in  San  Francisco. 
Since  the  cost  of  living  in  San  Francisco  during  the  period  of  time  indicated 
was  lower  than  in  the  cities  included  in  the  Police  and  Fire  survey,  no  cost 
of  living  adjustment  was  granted  by  the  Board  of  Supervisors. 
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POLICE  AND  FIRE  SALARY  SURVEY 

NOVEMBER  25,  1987 

CITY       CLASS  TITLE       POS .  MONTHLY  SALARY  STEPS 


LONG  BEACH    POLICE  OFFICER  515  2296  2424  2555  2695  2843 

LOS  ANGELES   POLICE  OFFICER  II  3324  2819  2976  3143  3319 

LOS  ANGELES   POLICE  OFFICER  III  1737  2976  3143  3319  3504 

SAN  DIEGO     POLICE  OFFICER  II  1081  2358  24/0  2590  2722  284'J 

SAN  JOSE      POLICE  OFFICER  757  2683  2817  2954  3106  3261 

AVERAGE  MAXIMUM  BASIC  RATE  PAID  POLICE  OFFICERS  =  $3155 

LONG  BEACH    FIREFIGHTER  243  2296  2424  2555  2695  2843 

LOS  ANGELES   FIREFIGHTER  II  1095  2643  2801  2958  3125 

SAN  DIEGO     FIREFIGHTER  II  355  2098  2198  2312  2426  2532 

SAN  JOSE      FIREFIGHTER  231  2469  2594  2722  2858  3001 

AVERAGE  MAXIMUM  BASIC  RATE  PAID  FIREFIGHTERS  =  $2756 

SAN  FRANCISCO  POLICE  OFFICER  1336  2680  2814  2955  3103 

SAN  FRANCISCO  FIREFIGHTER  1055  2680  2814  2955  3103 
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COST  OF  LIVING 
CONSUMER  PRICE  INDEX 

URBAN  WAGE  EARNERS 
AND  CLERICAL  WORKERS 


SAN  FRANCISCO 
LONG  BEACH 
LOS  ANGELES 
'SAN  DIEGO 
SAN  JOSE 


JULY  10,  1987 

MARCH 

86 

MARCH  87 

%  INCREASE 

334.6 

343.4 

2.6  1 

321  .6 

333.4 

3.7  t 

321.6 

333.4 

3.7  1 

341  .9 

349.0 

2.1  I 

334.6 

343.4 

2.6  % 

The  cost  of  living  in  San  Francisco 

increased  by  2.6  7. 

The  cost  of  living  in  the  cities 

included  in  the  Police  and  Fire 

survey  increased  by  3.1  t 

*San  Diego  CPI  figures  are  for  last  full  year  report  by  BLS. 
Nov.  85-Nov.  86.  No  CPI  figures  will  be  report  in  1987  for  San 
Diego  until  September,  1987. 
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TIMEROLL  AUDIT  UNIT 

Because  of  the  conversion  of  timerolls  to  computerization  by  the  Controller's 
Payroll/Personnel  Services  Oivision  (PPSD),  our  T'meroll  Audit  Unit  is 
concerned  primarily  with  the  establishment  and  maintenance  of  personnel 
records,  the  auditing  of  Personal  Action  Reports  (PARs)  and  Exception  Reports 
for  City  and  County  agencies,  the  approval  of  permanent  and  tempo 
requisitions  and  the  maintenance  of  a  city-wide  position  control  system. 

It  is  anticipated  that  eventually  all  personnel  record  keeping  will  be 
computerized  by  the  PPSD. 

TIMEROLL  AUDIT 
PROGRAM  OUTPUTS 

FISCAL  YEAR  1987-88 

PAR'S  Audited  15,934 

Exception  Reports  Audited  6,672 

Requisitions  Approved  4,349 

Personnel  Transactions  Recorded  29,535 

(i.e.  appointments,  separations, 
reassignments,  in-lieu  payments, 
leaves,  suspensions) 
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EXAMINATION  UNIT 

By  Charter,  the  Civil  Service  Commission  is  responsible  for  the  development 
and  administration  of  employee  selection  programs  for  virtually  all  classified 
municipal  employments.  The  current  selection  program  is  a  complex  process 
which  must  conform  to  extensive  professional  and  legal  standards,  as  well  as 
being  sufficiently  productive  to  respond  to  the  constant  personnel  needs  of 
the  many  departments  of  local  government. 

Modern  day  selection  programs  begin  with  a  thorough  job  analysis.  This 
process  usually  involves  observing  workers  actually  performing  their  job 
duties,  complemented  by  numerous  meetings  with  subject  matter  experts  to 
obtain  a  clear  and  well-documented  picture  of  the  duties  of  each  job 
classification,  as  well  as  the  knowledges,  skills,  and  abilities  that  are 
needed  to  successfully  perform  those  duties. 

Once  the  job  analysis  has  been  completed  an  examination  plan  is  developed. 
Such  a  plan  begins  with  the  determination  of  a  validation  strategy.  That  is, 
a  decision  is  made  regarding  the  most  effective  method  to  link  the  job 
analysis  to  the  test  instruments.  Most  examinations  in  San  Francisco  utilize 
a  content  validity  strategy.  Tests  are  simulations  of  various  job  related 
duties,  which  serve  as  the  basis  for  rating  candidates. 

After  the  examination  plan  has  been  completed  an  examination  announcement  is 
published.  This  document  describes  the  job  classification,  the  minimum 
qualifications,  the  type  and  value  of  each  test,  and  a  variety  of  other 
particulars.  After  the  announcement  is  issued,  applications  are  accepted  from 
interested  persons.  After  all  applications  are  filed,  an  examination  analyst 
reviews  them  to  ensure  that  all  interested  candidates  are  fully  qualified. 

As  soon  as  the  qualifying  process  is  completed  a  test  is  scheduled.  Civil 
Service  uses  several  different  test  types,  including  written  multiple  choice 
tests,  interviews,  performance  tests,  physical  agility  tests,  and  assessment 
centers.  The  job  analysis  governs  the  type  of  tests  that  are  used. 

At  the  completion  of  the  test  process  an  eligible  list  is  published.  This 
list  contains  the  names  of  all  candidates  who  have  successfully  completed  all 
the  stages  of  the  examination  process.  The  candidates  are  listed  based  on 
their  total  test  score  and  any  additional  points  they  may  have  earned  for 
seniority,  job  performance,  or  military  service.  When  the  eligible  list  is 
adopted  the  work  of  the  examination  program  is  completed. 

The  major  examination  activities  for  Fiscal  Year  1987-88  included  the 
administration  of  a  substantial  volume  of  examinations  during  the  first  nine 
months  of  the  year,  a  significant  dislocation  of  staff  in  the  final  quarter, 
and  involvement  in  assembling  a  Consent  Decree  Unit  for  the  San  Francisco  Fire 
Department. 

In  Fiscal  Year  1987-88  the  Civil  Service  examination  unit  produced  182 
eligible  lists.  These  lists  covered  a  variety  of  municipal  occupations 
including  management  and  journey  level  engineers,  transit  personnel,  clerical 
support  employees,  data  processing  technicians  and  programmers,  health  and 
cultural  categories,  crafts  classifications,  recreational  employments,  and 
criminal  justice  positions.  This  rather  wide  range  of  job  types  is  indicative 
of  the  variety  of  services  provided  by  the  City  and  County  of  San  Francisco. 
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The  total  volume  of  examinations  would  probably  have  been  20-25X  higher,  had 
an  impending  budget  crisis  in  early  1988  not  caused  the  reassignment  and/or 
layoff  of  a  majority  of  examination  analysts  In  the  final  quarter  of  the 
fiscal  year.  The  most  dramatic  consequence  of  this  fiscal  crisis,  however, 
has  been  a  substantial  reduction  in  the  total  number  of  examination  analysts. 
Beginning  in  1983,  due  to  the  Letter  of  Agreement  (LOA)  on  Temporary 
Employees,  the  examination  unit  was  staffed  to  produce  250-300  examinations 
each  year.  Since  then  there  has  been  a  minor  reduction  in  the  total  staff 
size.  However,  in  June  1988  the  staff  was  cut  by  approximately  one  third, 
substantially  impacting  the  volume  of  examinations  that  can  be  produced  in  the 
near  future. 

Since  1971  the  Civil  Service  and  Fire  Commissions  have  been  in  several 
litigations  regarding  the  integration  of  entry  level  and  promotional  ranks  in 
the  Fire  Service.  Although  both  departments  have  a  strong  commitment  to  the 
integration  of  the  Fire  Service,  minority  and  female  representation  has 
increased  rather  slowly.  In  1987,  after  three  years  of  ongoing  negotiations 
and  litigation  preparation,  the  City  was  able  to  reach  a  historic  settlement 
with  representatives  of  women  and  minority  interest  groups.  The  settlement 
calls  for  an  accelerated  program  of  examination  opportunities  over  the  next 
seven  year  period  in  order  to  achieve  a  representative  work  force  at  all 
levels  of  the  uniformed  Fire  Service.  In  order  to  administer  these  exciting 
and  challenging  tests,  a  special  test  unit  dedicated  exclusively  to  the  Fire 
Service  was  created.  The  unit  is  now  preparing  for  the  administration  of 
several  major  Fire  Service  examinations  that  must  be  administered  in  Fiscal 
Year  1988-89. 

Along  with  the  formation  of  a  new  test  unit  for  the  Fire  Service,  the 
dedicated  test  unit  for  the  Public  Utilities  Commission  was  relocated  from 
Civil  Service,  where  it  has  been  since  it  was  formed  in  1981-82,  to  the  new 
Public  Utilities  Commission  (PUC)  personnel  offices.  It  will  now  be  managed 
directly  by  PUC  personnel,  rather  than  by  Civil  Service. 

The  examination  program  experienced  significant  changes  in  1987-88.  The  next 
year,  with  a  reduced  resource  base  and  many  new  challenges,  should  prove 
exciting  in  the  continuing  search  for  responsive  and  efficient  methods  to 
select  the  best  possible  personnel  for  local  government. 
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MANAGEMENT  DEVELOPMENT  (TRAINING)  UNIT 


MANAGEMENT  TRAINING 


The  primary  mission  of  the  Management  Development  Unit  is  to  provide 
developmental  programs  to  the  three  levels  of  management  in  all  City 
departments.  It  is  our  philosophy  and  practice  to  incorporate  in  our  programs 
the  same  concepts  for  all  management  personnel,  with  modifications  and 
applications  appropriate  to  different  levels,  so  that  each  department  has  the 
potential  to  develop  effective  management  teams  throughout  the  organization. 

The  following  curriculum  of  programs  Is  now  available: 

Programs  for  Executives: 

Participants  are  nominated  by  the  Appointing  Officer 


(4-day  program) 

(3-day  program) 

(1-1/2  day  program) 

(2-day  program) 

(2-day  program) 


1)  Managing  Motivation  for  High  Performance 

2)  Managing  Decision  Making 

3)  Managing  Effective  Meetings 

4)  Behavioral  Events  Selection  Interview 

5)  Win/Win  Conflict  Resolution 

Programs  for  Senior  and  Mid-Managers: 

Participants  are  nominated  by  the  Appointing  Officer 

1)  Managing  Motivation  for  Effective  Performance  (5-day  program) 

2)  Personality  Type  and  Management  Style  (3-day  program) 

3)  Managing  Effective  Meetings  (1-1/2  day  program) 

4)  Behavioral  Events  Selection  Interview  (2-day  program) 

5)  Win/Win  Conflict  Resolution  (2-day  program) 

Programs  for  First  Line  Managers: 

Interested  persons  register  through  their  departmental  liaison. 

Announcements  and  Registration  forms  are  sent  to  liaisons  for  publication  six 
weeks  before  each  Quarter. 


1)  Improving  Managerial  Effectiveness 

2)  Performance  Counseling 

3)  Performance  Appraisal 
7)  Time  Management 

5)  Stress  Management 


(3-day  program) 

(1-day  program) 

(1  day  program) 

(1-day  program) 

(1-day  program) 
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PROGRAM  OUTPUT  7/1/87  -  6/20/88 

Executive  programs 

Participants  in  15  seminars      249 

Mid-Management  programs 

Participants  in  20  seminars      380 

First  level  programs 

Participants  in  68  seminars     1,004 

Mr.  James  Harvey,  Chief  Executive  Officer  of  Transamerica  Corporation,  very 
generously  continues  to  provide  the  facilities  at  Transamerica  Headquarters 
for  our  executive  programs. 

In  quarterly  registrations  for  all  programs,  there  are  many  more  managers  than 
we  can  accommodate  because  training  space  is  limited  to  one  room.  We  continue 
the  effort  to  obtain  additional  appropriate  training  facilities  in  order  to 
accommodate  the  number  of  managers  who  wish  to  participate  in  the  programs. 

PERFORMANCE  APPRAISAL 

The  Management  Development  Unit  is  responsible  for  the  Performance  Appraisal 
System  in  all  departments.  Training  sessions  are  offered  on  a  continuous 
schedule  and  are  also  conducted  in  departments  to  accommodate  large  numbers  of 
participants. 

Periodic  audit  of  the  system  is  essential  to  ensure  that  reports  Are  generated 
and  returned  on  schedule  and  that  the  content  of  reports  is  valid  and 
reliable.  The  audit  also  identifies  training  needs  which  the  Unit  responds  to 
as  quickly  as  possible. 

PROGRAM  OUTPUT 

Performance  Appraisal  seminars 

Managers  trained  in  34  sessions  318 
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EQUAL  EMPLOYMENT  OPPORTUNITY  UNIT 


The  Equal  Employment  Opportunity  (EEO)  Unit  administers  affirmative  action 
programs  to  increase  the  representation  of  women  and  minorities  In  the  City 
and  County's  workforce  to  reflect  the  composition  of  the  San  Francisco 
available  labor  market.  In  the  past  fiscal  year,  the  EEO  Unit  continued  to 
conduct  outreach  and  recruitment  programs  for  the  disabled  and  for  women  In 
non-traditional  jobs,  EEO  training,  and  investigation  of  employment 
discrimination  complaints.  The  EEO  Unit  was  also  responsible  for 
coordinating  "outplacement"  programs  for  employees  who  were  faced  with 
layoff  from  City  employment. 

EMPLOYMENT  OF  DISABLED  INDIVIDUALS  (RULE  34  PROGRAM) 

The  Program  for  the  Exempt  Employment  of  Severely  Disabled  Individuals  was 
fully  implemented  last  fiscal  year  pursuant  to  Civil  Service  Commission  Rule 
34.  Under  the  rule,  a  department  may  choose  to  designate  an  entry-level 
position  to  be  filled  by  a  severely  disabled  person.  The  individual  who  is 
selected  for  the  position  must  meet  the  minimum  qualifications  for  the 
position  but  is  exempt  from  Civil  Service  testing.  After  one  full  year  of 
satisfactory  work  performance,  the  appointee  is  advanced  to  regular 
permanent  Civil  Service  status. 

In  March  1988,  the  Civil  Service  Commission  received  a  Special  Recognition 
Award  from  the  Mayor's  Committee  for  the  Employment  of  Disabled  Persons. 
The  Commission  was  selected  from  among  many  employers  because  of  its 
demonstrated  efforts  and  achievements  in  improving  employment  opportunities 
for  persons  with  disabilities.  In  June  1988,  The  Rule  34  program  was  the 
subject  of  a  public  forum  held  by  the  President's  Committee  on  Employment  of 
People  with  Disabilities.  Several  Rule  34  employees  made  presentations  on 
their  employment  experience  with  the  City  and  County  of  San  Francisco. 

During  Fiscal  Year  1987-88,  the  EEO  Unit  processed  15  new  appointments  to 
designated  positions  for  disabled  employees.  Sixteen  disabled  employees 
were  advanced  to  Permanent  Civil  Service  status.  During  the  fiscal  year, 
EEO  Unit  staff  conducted  30  site  visits  to  provide  supervisors  of  disabled 
employees  with  technical  assistance  and  to  follow  up  with  newly  placed 
disabled  employees  in  terms  of  reasonable  accommodations  and  performance 
evaluations . 

Since  the  program's  inception  in  1986,  the  EEO  Unit  has  received  a  total  of 
57  requests  to  designate  positions  for  the  Rule  34  program,  44  Rule  34 
appointments  have  been  made,  and  18  disabled  employees  have  advanced  from 
evaluation  status  to  Permanent  Civil  Service  status. 
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OUTREACH  AND  RECRUITMENT 

The  EEO  Unit  conducted  affirmative  action  outreach  activities  to  recruit 
minorities  and  women  for  35  Civil  Service  examinations.  Much  of  the  Unit's 
recruitment  efforts  this  year  were  again  concentrated  on  Increasing  the 
representation  of  women  and  minorities  1n  blue  collar  jobs.  Exams  recruited 
for  include:  Stationary  Engineer,  Painter,  Traffic  and  Street  Sign 
Maintenance  Worker,  Gardener  Assistant  Supervisor  and  Sanitary  Engineering 
Technician. 

In  the  area  of  community  outreach,  EEO  Unit  staff  attended  job  fairs  and 
participated  at  conferences  sponsored  by  the  Bay  Area  Urban  League,  Stanford 
University,  San  Jose  State  University,  Community  Career  Education  Center, 
San  Francisco  State  University,  Laney  College,  Mayor's  Committee  for 
Employment  of  the  Handicapped,  Alpha  Ph1  Alpha  fraternity  and  the  Summer 
Youth  Employment  and  Training  program. 

WOMEN'S  EMPLOYMENT  PROGRAM 

The  objective  of  the  Women's  Employment  Program  is  to  increase  the 

representation  of  women  in  classifications  traditionally  held  by  men.   In 

the  past  year,  a  number  of  'firsts'  were  recorded,  including  the  first 

female  Firefighters,  Car  &  Auto  Paint  Shop  Supervisor,  Operating  Engineer, 
and  Tree  Topper. 

The  Mayor  proclaimed  October  19-23,  1987  to  be  "San  Francisco  Tradeswomen 
Week"  to  recognize  the  achievements  of  women  in  non-traditional  jobs  and  to 
congratulate  departments  who  made  progress  in  meeting  their  affirmative 
action  goals  in  this  area.  During  the  week,  the  EEO  Unit  conducted  workshops 
on  "Facilitating  Adjustment  to  The  Job",  and  "Supervising  the  Changing 
Workplace".  These  workshops  were  attended  by  departmental  supervisors  and 
line  employees. 

The  EEO  Unit  continued  to  maintain  a  network  with  over  1000  women  who  work 
in  non-traditional  jobs  through  a  quarterly  newsletter  featuring  employment 
information,  articles  by  employees,  calendar  of  relevant  events,  and 
listings  of  new  female  employees,  promotions  and  successful  examination 
candidates . 

The  Women's  Employment  Program  was  evaluated  by  the  Tradeswomen  Advisory 
Committee  and  by  women  who  work  in  non-traditional  jobs.  The  Program  was 
updated  to  incorporate  their  recommendations  and  to  expand  its  scope  to 
include  management,  professional,  and  technical  non-traditional  jobs  as  well 
as  skilled  craft,  blue  collar  and  protective  service  jobs. 


-21- 


DISCRIMINATION  COMPLAINTS 

The  Equal  Employment  Opportunity  (EEO)  Unit  continued  to  administer  the 
Civil  Service  Commission's  internal  discrimination  complaint  resolution 
process.  During  Fiscal  Year  1987-1988,  66  complaints  were  filed  under  Civil 
Service  Commission  Rule  1,  Section  1.03  Affirmative  Action  Plan  and  Policy 
for  Equal  Opportunities.  Considerable  staff  time  and  resources  were  spent 
on  the  investigation,  conciliation  and/or  adjudication  of  these  charges. 
EEO  Unit  staff  increased  efforts  at  mediation  and  settlement  of  complaints, 
including  informal  resolutions  and  binding  written  settlement  agreements. 

The  Equal  Employment  Opportunity  Unit  received  38  complaints  filed  with  the 
U.S.  Equal  Employment  Opportunity  Commission  and/or  the  California 
Department  of  Fair  Employment  and  Housing.  The  staff  provided  technical 
assistance  to  City  departments  regarding  State  and  Federal  E.E.O. 
requirements  and  assisted  departmental  personnel  at  fact-finding 
conferences,  on-site  monitoring  reviews  and  negotiation  of  settlement 
agreements. 

AFFIRMATIVE  ACTION  PLAN  UPDATES 

The  city-wide  affirmative  action  plan  was  reviewed  and  updated  in  May. 
1988.  It  reported  continued  increase  in  the  numbers  of  women  and  minority 
employees  with  some  groups  surpassing  their  labor  market  availability 
percentages.  However,  the  plan  called  attention  to  the  fact  that  minorities 
and  women  are  not  proportionately  represented  in  all  departments  or  at  all 
levels  of  employment,  particularly  in  managerial  and  protective  service 
positions. 

The  EEO  Unit  reviewed  affirmative  action  performance  in  11  departments  and 
assisted  them  in  updating  their  plans.  The  departments  which  were  reviewed 
included:  City  Planning,  Assessor,  Tax  Collector,  County  Clerk,  Recreation 
and  Parks,  Juvenile  Court,  Adult  Probation,  Controller,  Purchasing,  Public 
Works,  and  Electricity. 

EEO  TRAINING  PROGRAMS 

A  total  of  891  supervisors  and  managers  attended  EEO  training  programs 
presented  by  EEO  Unit  staff.  A  majority  of  the  sessions  were  on  the  topic 
of  preventing  sexual  harassment  in  the  workplace.  Participating  departments 
included  Police,  Fire,  Public  Utilities,  Public  Works,  Social  Services. 
Sheriff,  Electricity,  Retirement,  and  Civil  Service. 

ANNOUNCEMENT  REVIEWS 

The  EEO  Unit  reviewed  131  examination  annoucements  prepared  by  the  various 
examination  sections  prior  to  issuance  of  tne  annoucements.  The 
annoucements  and  examination  plans  were  reviewed  for  compliance  with  equal 
employment  opportunity  guidelines  to  ensure  against  negative  Impact  on 
minority  and  female  applicants.  Recruitment  plans  were  prepared  for  classes 
requiring  minority  or  female  recruitment. 
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ORAL  AUTHORIZATIONS 

The  Civil  Service  Commission's  EEO  Unit  continues  to  receive  and  review 
requests  by  departments  to  make  temporary  appointments  rfhen  there  is  no 
available  eligible  list.  Each  request  Is  monitored  for  an  approved 
requisition,  availability  of  candidates  from  eligible  lists  or  examination 
pools,  qualifications,  employment  restrictions  on  the  candidate,  and  most 
Importantly,  for  affirmative  action  compliance. 

In  Fiscal  Year  1987-88,  2290  authorizations  for  such  employments  were 
approved.  Of  these  appointments,  60X  were  from  minority  groups;  50%  were 
women . 

EE0J?EP0RJS 

The  Civil  Service  Commission's  EEO  Unit  continues  to  coordinate  workforce 
composition  data  and  EEO  reports  for  state  and  federal  reporting, 
affirmative  action  plans,  recruitment  targeting,  and  numerous  other  uses. 
In  addition  to  reports  on  Civil  Service  employments  by  class,  status,  race, 
sex,  department  and  occupation,  this  fiscal  year,  EEO  reports  were  generated 
and  used  to  implement  the  City's  pay  equity  program. 

BILINGUAL  PROGRAMS 

The  EEO  Unit  reviewed  85  requests  from  departments  to  designate  specific 
requisitions  with  bilingual  requirements.  Fifty-nine  language  proficiency 
examinations  were  administered  to  individuals  selected  for  bilingual 
positions  (17  Cantonese,  11  Mandarin,  29  Spanish,  1  Tagalog,  1  Vietnamese). 

EEO  POLICY  AND  R U LE  CHANGES 

In  Fiscal  Year  1987-88,  the  EEO  Unit  developed  policies  and  amended  Civil 
Service  Commission  Rules  to  address  the  management  of  AIDS,  ARC,  and  Human 
Immune  Deficiency  Virus  Infection  (HIV)  in  local  government  employment. 

Civil  Service  Commission  Rule  1  was  amended  to  specifically  include  AIDS, 
ARC  and  HIV  infection  as  protected  under  the  non-discrimination  in 
employment  provision  of  the  Rule.  The  Rule  was  also  amended  to  specifically 
require  reasonable  accommodation  of  the  disabled,  inclusive  of  those  having 
AIDS,  ARC  or  HIV  infection. 

On  May  31,  1988  the  Civil  Service  Commission  approved  and  adopted  a  policy 
statement  prohibiting  discrimination  in  employment  on  the  basis  of  AIDS, 
ARC,  HIV  infection  or  any  medical  signs  or  symptoms  related  thereto.  This 
policy  statement  was  disseminated  to  all  City  and  County  Departments. 
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LAYOFFS 

The  Equal  Employment  Opportunity  Unit  was  responsible  for  developing  and 
implementing  comprehensive  outplacement  programs  for  Individuals  laid  off  as 
a  result  of  the  anticipated  budget  deficit.  EEO  Unit  staff  prepared  an 
Outplacement  Resource  Catalog,  a  self-help  reference  manual  containing 
approximately  100  descriptive  listings  of  employment,  health,  legal, 
financial  and  other  resources.  Employees  received  this  catalog  along  with 
the  layoff  notice. 

EEO  Unit  staff  conducted  23  Layoff  Information  Workshops  which  focused  on 
providing  employees  with  general  Information  on  the  Civil  Service 
Commission's  layoff  rule,  seniority,  holdover  and  reemployment  rights, 
services  and  resources.  The  EEO  Unit  also  coordinated  Job  Search  Skills 
Workshops  through  the  pro-bono  outplacement  training  services  of  the 
Transitions  Management  Group  (TMG),  a  private  outplacement  service  located 
in  San  Francisco.  TMG  trained  over  20  City  and  County  personnel  and  human 
resource  managers  who,  in  turn,  with  similarly  trained  private  sector  human 
resource  managers,  conducted  six  two-day  Job  Search  Skill  Workshops  for  81 
laid  off  employees . 

Finally,  the  EEO  Unit  coordinated  a  Job  Fair  attended  by  80  Bay  Area 
employers  who  recruited  and  interviewed  over  100  City  employees  who  had 
received  lay-off  notices. 


APP0 I NTMENTS  BY  STATUS,  RACE  -  July  1,  1987  -  June  30 ,  1988 


Race/Ethn 

icity 

Cert  i  f  i  ed 
Permanent 

Certified 
Temporary 

Limited 
Tenure 

Non-Civi 1 
Service 

Total 

White 

933 
38 .  87. 

58 
24.37. 

285 

52. 6X 

902 
39.47. 

2178 
39.8* 

Black 

469 

1  9 . 5% 

118 
49 .  47. 

85 
15.77. 

464 
20.3* 

1136 
20.71 

Hispanic 

231 
9.6* 

15 
6.37. 

55 
10.27. 

298 
13.0* 

599 
10.9* 

Asian 

420 
1  7 .  57. 

28 
11  .77. 

72 
13.31 

410 
17.9* 

930 
17.0* 

Fi 1 ipino 

350 
1 4 .  67. 

19 
7.9* 

42 
7.8* 

194 
8.5* 

605 
11.1* 

Amer.  Ind 

ian 

1 
0.07. 

1 

0.4* 

3 
0.6* 

22 
1.0* 

27 

0.51 

Total 

2404 
1 00 .  07. 

239 
100.0* 

542 
100.0* 

2290 
100.0* 

5475 
100.0* 
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CERTIFICATION  UNIT 


The  Certification  Unit  maintains  and  canvasses  Civil  Service  registers  of 
eligibles  (eligible  lists).  When  a  personnel  requisition  is  received  in  the 
Certification  Unit,  the  eligible  list  for  the  class  requested  is  canvassed 
and  the  name  or  names  of  the  eligibles  under  the  Rule  of  Three  or  by 
selective  certification  are  sent  or  "certified"  to  the  appointing  officer  for 
consideration  to  fill  the  vacancy.  When  an  eligible  is  appointed,  the 
Certification  Unit  validates  the  appointment. 

During  this  fiscal  year,  the  Certification  Unit  focused  their  activities  on 
the  preparation  for  the  potential  layoff  of  employees  due  to  the  City's 
fiscal  crisis.  This  included  the  complex  task,  of  identifying  all  28,351 
positions  within  the  City  and  County  of  San  Francisco  and  verifying  the 
status  and  seniority  of  the  respective  Incumbents. 

The  Certification  Unit  staff  established  the  permanent  and  temporary  holdover 
rosters  (recall  lists)  for  laid  off  employees  who  had  reemployment  rights  and 
issued  certifications  in  accordance  with  the  Rule  of  One  -  Return  to  Duty  of 
a  Holdover.  This  process  affected  all  City  departments,  causing  a  repeat  of 
the  layoff  cycle  with  the  additional  displacement  of  other  permanent  and 
temporary  employees. 

CERTIFICATION 

PROGRAM  OUTPUTS 

FISCAL  YEAR  1987-88 

Eligibles  Certified  7.097 

Appointments  Validated  4,531 

Separations  Recorded  5.931 

Number  of  New  Lists  310 

Number  of  Eligibles  on  New  Lists            6,767 

Number  of  All  Active  Lists  995 

Number  of  Eligibles  on  All  Lists           23,295 
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MANAGEMENT  INFORMATION  SERVICES  UNIT 


The  Management  Information  Services  Unit  (MIS)  is  responsible  for  the 
operation  of  the  department's  data  and  word  processing  systems.  These  systems 
operate  on  an  integrated  network  of  mini -computers ,  word  processors  and 
personal  computers  supporting  60  workstations  in  all  Civil  Service  Commission 
offices. 

POSITION  CONTROL 

A  joint  project  was  undertaken  with  the  Controller  to  develop  an  interim 
solution  for  position  control  which  will  support  the  Civil  Service 
Commission's  review  and  approval  of  Personnel  Requisitions  and  will  support 
financial  planning  and  control  for  operating  departments  and  the  Controller's 
office. 

Project  development  and  testing  was  completed  during  Fiscal  Year  1987-88. 
Implementation  is  scheduled  for  the  first  quarter  of  Fiscal  Year  1988-89. 

EXAMINATION  PROGRAM  SUPPORT 

We  have  integrated  our  written  examination  scoring  machine  with  a  personal 
computer  and  acquired  item  analysis  software,  as  well  as  developed  procedures 
to  standardize  the  scoring  of  single  or  multiple  component  examinations. 

SENIORITY  ROSTERS/ADMINISTRATION  OF  LAYOFFS 

The  City  faced  a  projected  deficit  for  Fiscal  Year  1988-89  which  was  so  large 
the  department  was  challenged  to  prepare  for  the  layoffs  of  as  many  as  10X  of 
the  civil  service  workforce.  At  the  beginning  of  this  year  there  was  no 
database  of  civil  service  employees  of  the  City  and  County  and  the  two  School 
Districts  that  could  support  the  analysis  of  seniority,  and  the  reemployment 
program  for  permanent  employees  remained  a  manual  process. 

Support  of  this  program  required  changes  to  five  of  our  largest  data 
processing  applications  and  required  a  significant  upgrade  of  our  primary 
department  processor.  Even  though  the  layoff  program  resulted  in  far  fewer 
displacements  than  projected  possible,  significant  residual  benefits  remain 
from  the  MIS  projects  undertaken. 

The  installed  inventory  of  significant  data  processing  applications  include: 

Affirmative  Action  Planning 

Applicant  Tracking 

Appointment  Processing 

Annual  Salary  Ordinance 

Certification  Tracking 

Commission  Actions  Restricting  Future  Employment 

Eligible  Inventory 

Examination  Status 

Payroll  Exception  Auditing 

Position  Control 

Requisition  Inventory 

Salary  Standardization  Ordinance 

Salary  Survey 
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ADMINISTRATIVE  SERVICES  UNIT 


IN-SERVICE  ACTIVITIES 

The  In-Service  Activities  Unit  provides  information  and  administrative 
application  to  City  departments,  employees  and  the  general  public  on  Civil 
Service  Commission  Rules  and  regulations,  civil  service  provisions  of  the 
Charter,  and  other  personnel-related  ordinances  as  well  as  the  policies  and 
procedures  established  by  the  Civil  Service  Commission.  This  unit  reviews  and 
approves  or  recommends  to  the  Civil  Service  Commission  on  a  wide  variety  of 
personnel  matters,  including  leaves  of  absence,  reductions  in  force  and  other 
issues  which  clearly  do  not  fall  within  the  jurisdiction  of  other  Civil 
Service  offices.  In  addition,  this  section  develops  and  revises  personnel 
practices,  policies,  rules,  forms  and  procedures.  Unit  staff  represent  the 
Civil  Service  Commission  in  meet  and  confer  negotiations  with  employee 
organizations . 

Another  function  of  this  unit  is  the  preparation  of  staff  reports  on  behalf  of 
City  departments  to  the  Civil  Service  Commission.  Topics  of  staff  reports 
include  limited  tenure  appointments,  extension  of  holdover  rights,  status 
grants,  near  list  appointments,  non-civil  service  (provisional)  separations, 
medical,  criminal,  and/or  background  rejections. 

Due  to  the  City's  fiscal  crisis  and  the  potential  for  employee  layoffs,  staff 
in  the  In-Service  Activities  Unit  focused  on  the  Civil  Service  Commission 
Rules  involving  lay-offs.  Interpretation  and  specific  issues  were  clarified 
and  addressed  to  expedite  the  layoff  process. 

Supervision  and  coordination  of  the  Certification  and  Mail  and  Reproduction 
Services  Units  are  other  functions  of  the  In-Service  Activities  Section. 

MAIL  AND  REPRODUCTION  SERVICES 

The  Mail  and  Reproduction  Unit  is  an  In-plant  printing  and  distribution  center 
for  the  Civil  Service  Commission.  The  functions  of  this  unit  are  as  follows: 

1.  Prints  forms,  examinations,  reports,  training  materials  and  employment 
information,  etc. 

2.  Disseminates  official  Civil  Service  Commission  policy  documents, 
business  materials,  and  employment  information  to  City  departments, 
examination  candidates,  employees,  employee  organizations,  public  and 
governmental  agencies. 

3.  Picks  up  inter-department  business  materials,  and  sorts  and  delivers 
to  proper  destinations.  These  destinations  include:  Civil  Service 
Commission  Units,  Civil  Service  Commissioners  and  City  departments. 

4.  Processes  and  distributes  incoming  mall. 

5.  Picks  up,  sorts  and  expedites  outgoing  mail. 
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MAIL  DISTRIBUTION  -  1987-1988  FISCAL  YEAR 


U.S.  MAIL 

Incoming 

Outgoing 

Inter-Departmental  Mail 
(CSC  -  City  Departments) 


NO.  OF  PIECES 

108,759 
67,668 
95,861 


REPRODUCTION  -  1987-1988  FISCAL  YEAR 


UNITS 

NO.  OF  PRINTING 
IMPRESSIONS 

PERCENT 
OF  WORK 

Admini  stration 

675,670 

21  .73 

Certification 

77,830 

2.50 

Classification 

21 ,450 

.69 

EEO 

269,635 

8.67 

Salary 

48,300 

1.55 

Timeroll  Audit 

13,000 

.42 

Training 

109,622 

3.53 

Management  Information  Service 

49,040 

1.58 

Subtotal: 

1,264,547 

40.67 

EXAMINATION  UNITS 

Civil  Service  Commission 
Airport  (decentralized) 
DPH    (decentralized) 
DSS    (decentralized) 

Subtotal : 

GRAND  TOTAL: 


1  ,560.605 

19,000 

259,302 

5,750 

1,844,657 

3.109,204 


50.19 

.61 

8.34 

.19 

59.33 

1 00 . 00 


-28- 


AIRPORTS  COMMISSION  DECENTRALIZED  PERSONNEL  UNIT 

The  Airports  Commission  Decentralized  Personnel  Unit,  with  a  staff  of  one  and 
one-half  Personnel  professionals  and  a  Personnel  Technician,  performs  work 
under  a  general ist  personnel  concept. 

This  unit  is  responsible  for  recruitment  and  examination  activities  for  all 
Airport  classified  civil  service  positions,  including  the  preparation  of 
examination  announcements,  the  receipt  and  evaluation  of  applications  and  the 
administration  of  examinations,  subject  to  the  review  and  approval  of  Civil 
Service  management  staff. 

In  addition  to  these  major  functions,  the  unit  also  has  had  responsibility  for 
coordinating  the  processing  of  personal  service  contracts  for  Civil  Service 
Commission  approval,  the  coordination  of  all  examination  and  classification 
matters  with  Civil  Service  Commission  staff,  including  the  notification  cf 
city-wide  promotional  opportunities  to  Airport  employees,  the  coordination  of 
research  and  preparation  of  reports  on  in-service  activities,  the 
presentation  of  testimony  on  in-service  matters,  and  conducting  special 
projects. 

A  major  component  of  the  Airports  Decentralized  Personnel  Unit's  programs  is 
minority  outreach  recruitment.  In  addition  to  recruitment  on  college  career 
days  and  at  job  fairs,  unit  staff  has  maintained  frequent  contact  with 
community  organizations,  other  county  agencies  and  other  airports  in  an  effort 
to  effectively  reach  greater  numbers  of  qualified  minorities  and  women. 

During  the  Fiscal  Year  1987-88,  five  examinations  were  completed  and  several 
other  examinations  were  initiated.  Twelve  positions  were  classified,  and  a 
variety  of  other  classification  work  was  accomplished  by  the  Airport 
Decentralized  Personnel  Unit. 

A  continuing  goal  of  the  Airport  Decentralized  Personnel  Unit  through  its 
examination  and  classification  programs  is  to  stabilize  the  work  force  by 
facilitating  the  hiring  of  qualified  personnel  on  a  permanent  basis.  The 
hiring  of  permanent  employees  who  have  the  skills  and  abilities  necessary  to 
perform  their  jobs  well,  will  be  conducive  to  increasing  efficiency  in  the 
work  place  and  to  increasing  safety,  cleanliness  and  convenience  for  the 
traveling  public  at  the  San  Francisco  International  Airport. 
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PUBLIC  HEALTH  DECENTRALIZED  CIVIL  SERVICE  UNIT 


The  Department  of  Public  Health  Decentralized  Civil  Service  Unit  is 
responsible  for  administering  the  examination,  recruitment,  and  classification 
programs  for  the  Department  of  Public  Health. 

THE  EXAMINATION  AND  RECRUITMENT  PROGRAM 

The  unit  implements  the  examination  plan  for  approximately  5,600  positions 
within  a  variety  of  c  assif ications  ranging  from  administrators  and 
professionals  to  technicians  and  para-professionals.  Examination  analysts 
conduct  job  analyses,  develop  minimum  requirements,  examination  plans,  written 
and/or  oral  questions,  issue  announcements,  screen  applications,  administer 
written  and  performance  tests,  convene  oral  examinations,  score  tests,  collate 
results,  answer  protests,  and  post  eligible  lists. 

Many  entrance  level  professional  and  technical  classifications  have  a  high 
volume  turnover,  and/or  have  legal  requirements  such  as  certificates  or 
licenses  that  are  imposed  by  State  and/or  Federal  regulatory  agencies;  other 
classifications  have  specialties  with  specific  requirements,  or  require 
bilingual  skills  in  order  to  provide  services  to  clients  who  are  monolingual 
in  a  foreign  language.  All  these  factors  make  examination  development, 
recruitment  and  testing  very  challenging.  Class  2320  Registered  Nurse,  for 
example,  meets  all  the  above  criteria  and  so  requires  innovative  handling.  The 
examination  for  this  classification  is  open  on  a  continuous  basis  for 
approximately  15  specialties,  and  is  administered  more  frequently  than  that  of 
any  other  classification. 

The  unit  also  manages  the  advertising  and  recruitment  budget  for  the 
Department  and  is  responsible  for  the  development,  review  and  placement  of  ads 
in  professional  journals,  newsletters,  newspapers  and  other  print  media,  as 
well  as  approving  payments  and  monitoring  advertising  budget  expenditures 
which  were  in  excess  of  $55,000  for  Fiscal  Year  1987/88. 

EXAM  PRIORITIES  AND  GOALS 

The  examination  program  is  developed  after  consultation  with  Department  of 
Public  Health  personnel  officers,  a  review  and  analysis  of  current  and 
anticipated  vacancies,  affirmative  action  goals,  departmental  requests  and 
needs,  and  Memoranda  of  Understanding  between  the  Department/City  and  the 
Unions.  However,  examination  priorities  are  subject  to  change  to  reflect 
organizational  changes,  new  program  requirements  and  emphasis,  and  program 
needs  required  by  the  Civil  Service  Commission  Personnel  Department. 

An  underlying  goal  of  the  division  is  to  facilitate  more  and  more  permanent 
hires,  as  well  as  further  the  department's  affirmative  action  achievement. 
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EXAM  PROGRAM  OUTPUT: 

FISCAL  YEAR  (7/1/87  -  6/31/88) 

1.  Examination  announcements  issued  34 

2.  Applications  received  and  screened  2766 

3.  Number  of  exams  administered  103 

4.  Number  of  participants  1355 

5.  Number  of  eligible  lists  102 

6.  Number  of  eligibles  on  lists  1069 

DPH-DECENTRAL IZED  CSC  UNIT  -  CLASSIFICATI OJN _PR0GRAM 

The  Department  of  Public  Health  Decentralized  Civil  Service  Commission  Unit  is 
responsible  for  the  administration  of  the  Department's  classification  plan. 
The  Classification  Unit  coordinates  and  conducts  classification  and  salary 
studies  for  approximately  5,200  permanent,  150  grant  funded  and  250  temporary 
positions  within  the  four  divisions  of  the  Department  of  Public  Health 
Administration:  San  Franci sco  General  Hospital,  Laguna  Honda  Hospital,  Public 
Health  Programs  and  Mental  Health  Programs.  The  work  involves  classification 
of  new  positions,  reclassification  of  existing  positions,  recommendations  on 
organizational  staffing  patterns  and  wage  and  salary  level,  based  on  internal 
and  external  evaluation  and  survey  research,  and  problem  resolution  commonly 
achieved  through  position  audits,  analyses  of  pertinent  legislation  and 
studies  of  industry  standards. 

CLASSIFICATION  PROGRAM  OUTPUT: 
FISCAL  YEAR  (7/1/87-6/30/88) 

A.  Positions  classified/real located/reclassif ied 

(approved  by  CSC)  227 

Recommendations  submitted  to  Department/CSC 
(includes  grant-funded  positions  and  temporary 

requisitions  released)  236 

Total:  463 

B.  New  classes  established,  consolidated  or  abolished 7* 

Additional  reports/recommendations  submitted  to 
Department/CSC  5 

Total:  12 

C.  Class  specifications  formally  amended  3 

Specification  amendment  recommendations  under 

review  by  CSC  3 

Total:  6 

D.  Special  reports  submitted  to  CSC  (includes  temp/ 

exempt  appointments,  Staff  Assistant,  etc.)  6 

E.  Total  new/substitute  positions  budgeted  for  FY  1987-88..  171 
1987-88  positions  classified/recommendations  submitted..  157 
Percentage  of  1987-88  positions  classified  and 
recommendations  submitted  91.8% 

F.  1988/89  positions  reviewed  and  recommendations 

submi  tted  to  CSC  75 

"This  figure  includes  six  new  classifications  established,  and  one  class 
abol ished. 
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NEW  CLASSIFICATIONS 

Six  new  classifications  were  created  during  Fiscal  Year  1987-88  to  reflect 
trends  within  the  field  of  health  care  and  Include  Mid-Level  Practitioner, 
Respiratory  Care  Practitioner,  Executive  Assistant  to  the  Administrator,  SFGH, 
Senior  Industrial  Hyglenist,  and  a  two  level  series  of  Environmental  Health 
Technicians.  Additionally,  five  new  classes  were  recently  recommended  for 
creation  by  the  Commission  and  it  is  anticipated  that  they  will  be  adopted 
during  Fiscal  Year  1988-89. 

MAJOR  CLASSIFICATION  STUDIES: 

Health  Worker  Survey 

In  compliance  with  the  Service  Employees  International  Union  (SEIU)  Memorandum 
of  Understanding  with  the  Department  of  Public  Health,  staff  conducted  a 
review  of  the  duties  of  99  positions  in  the  health  worker  classification 
series  to  determine  whether  reclassification  is  indicated.  While  preliminary 
results  are  being  reviewed  within  the  department,  the  remaining  77  health 
worker  positions  will  be  studied.  Upon  completion  of  the  entire  study  a 
formal  Civil  Service  Commission  report  will  be  drafted  to  reflect  staff 
recommendations . 

Other  Staff  Activities 

The  AIDS  epidemic  necessitated  the  review  and  allocation  of  numerous  positions 
within  rapidly  growing  city  and  contract  programs  developed  to  meet  unique 
health  care  needs.  Additionally,  staff  reviewed  and  allocated  several 
grant-funded  positions  to  appropriate  classes  to  meet  staffing  needs  within 
the  Homeless  Program. 
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PUBLIC  UTILITIES  COMMISSION  DECENTRALIZED  EXAMINATION  UNIT 


The  Public  Utilities  Commission  (PUC)  Examination  Unit  is  responsible  for  the 
recruitment  and  examination  activities  for  all  positions  which  are  primarily 
utilized  by  PUC.  This  includes  MUNI  Railway,  Hater  Department.  Hetch  Hetchy 
and  the  PUC  Bureaus.  This  work  is  conducted  under  the  auspices  of  Civil 
Service  Commi  ssion. 

The  PUC  Examination  Unit  posted  24  eligible  lists  In  a  variety  of  classes  for 
each  of  the  major  user  departments. 

Examinations  held  for  the  Water  Department  included  Commercial  Division 
Assistant  Manager,  and  Principal  and  Senior  Water  Services  Clerk. 

Eligible  lists  were  adopted  for  a  variety  of  classes  at  MUNI  which  included 
Coding  Supervisor,  Electric  Motor  Repair  Supervisor,  Track  Maintenance  Worker, 
Station  Agent,  and  Deputy  General  Manager,  Equipment  Maintenance. 

Examinations  held  for  Hetch  Hetchy  included  Electrical  Operations  and 
Maintenance  Superintendent  and  Electronic  Maintenance  Technician. 

Examinations  held  for  the  Bureaus  included  the  Electrical  Engineer  series. 
Senior  Claims  Investigator  and  Senior  Fare  Collections  Receiver. 
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The  Honorable  Art  Agnos 
Mayor  of  the  City  and  County 

of  San  Francisco 
Room  200  City  Hall 
San  Francisco,  California  94102 

Dear  Mayor  Agnos: 


On  behalf  of  the  members  of  the  Civil  Service  Commission  and  its  staff,  I  am 
pleased  to  submit  the  Annual  Report  of  the  Civil  Service  Commission  for  the 
Fiscal  Year  ending  June  30, 1989. 

Despite  two  major  issues  which  must  be  addressed  concerning  restoring  staff 
positions  in  the  Examination  Unit  and  the  need  for  a  citywide  classification  study, 
Fiscal  Year  1988-1989  has  been  one  of  achievement  for  this  agency  and  I  am 
pleased  to  highlight  several  accomplishments  of  your  Commission  which  are 
described  in  this  report: 


I. 


Classification  Unit 


The  Classification  Unit  established  48  new  classes  for  7  different 
departments  in  Fiscal  Year  1988-89.  During  Fiscal  Year  1988-89 .the  Chief 
Administrative  Officer  initiated  a  new  Animal  Care  and  Control  program  to  take 
over  the  functions  of  the  SPCA.  In  response,  the  Classification  Unit  established 
classed  for  this  new  program  which  included  classes  for  animal  care  at  the 
kennel,  animal  control  in  the  field,  and  a  shelter  veterinarian.  In  addition,  the 
Classification  Unit  assisted  the  Public  Utilities  Commission  in  establishing  2 
new  classes  to  perform  specialized  technical,  analytical  and  professional  energy 
conservation  tasks. 


n. 


Examination  Unit 


Despite  a  30  percent  reduction  in  professional  staff  in  Fiscal  Year 
1988-89,  the  Examination  Unit  produced  156  eligible  lists  containing  3,850 
eligibles.  In  addition,  the  Examination  Unit  oversaw  the  operations  of  6  decen- 
tralized examination  units  including  the  Fire  Services  Examination  Unit  which 
was  created  in  response  to  a  court-mandated  consent  decree.  In  total,  305 
eligible  lists  were  produced  by  the  various  Examination  Units  containing  7,051 
eligibles.  The  Examination  Unit  also  initiated  a  number  of  measures  to  enhance 
efficiency  and  effectiveness  of  the  selection  process,  among  these  measures 
were  computerized  applicant  tracking,  test  scoring,  and  test  analysis. 

Ill .         Equal  Employment  Opportunity  Unit 

The  Equal  Employment  Opportunity  Unit  has  continued  to  conduct 
affirmative  action  outreach  activities  to  recruit  women,  minorities  and  disabled 
individuals  to  increase  their  representation  in  management  and  non- traditional 
positions.  The  major  recruiting  effort  of  the  Equal  Employment  Opportunity 
Unit  for  Fiscal  Year  1988-89  was  for  the  Gass  H-2  Firefighter  examination. 
The  Equal  Employment  Opportunity  Unit  coordinated  recruitment  efforts  with 
the  San  Francisco  Fire  Department  to  increase  women  and  minority  representa- 
tion in  the  Class  H-2  Firefighter  examination. 

The  recruitment  activities  included  attending  community  meetings, 
job  fairs  and  conducting  orientation  workshops  about  fire  service  and  the 
examination  process.  These  efforts  resulted  in  an  examination  applicant  pool 
consisting  of  21%  Black;  26%  Hispanic;  16%  Asian  and  Filipino;  and  15% 
women.         


The  Equal  Employment  Opportunity  Unit  appointed  a  new  training 
officer  in  Fiscal  Year  1988-89  to  provide  training  to  managers  and  supervisors 
on  issues  such  as  sexual  harassment,  reasonable  accommodation,  and  managing 
a  culturally  diverse  workforce.     During  Fiscal  Year  1988-89, 103  managers 
and  supervisors  attended  Equal  Employment  Opportunity  Unit  training  work- 
shops. 

IV.         Administrative  Services  Unit 

The  Administrative  Services  Unit  implemented  a  departmental  Seniority 
Roster  maintenance  program.  The  Seniority  Rosters  are  sent  to  departments  on 
a  monthly  basis  for  review  and  updating.   This  program  provides  departments 
and  Civil  Service  with  current      and  up-to-date  information  concerning 
departmental  seniority  for  employees  citywide.  In  our  efforts  to  assist  depart- 
ments in  the  administration  of  city  personnel  policies,  the  Administrative 
Services  Unit  added  4  new  sections  to  the  PERSONNEL  POLICY  AND 
PROCEDURES  MANUAL  published  by  the  Civil  Service  Commission. 
These  new  sections  included  Examinations,  Performance      Evaluations, 
Unemployment  Compensation,  and  Layoff. 

One  of  the  responsibilities  that  the  Administrative  Services  program 
assumed  in  Fiscal  Year  1988-89  was  the  administration  of  the  disability 
Transfer  program.  Under  this  program,  employees  who  are  unable  to  perform 
the  duties  of  the  position  due  to  a  disability  may  request  a  transfer  to  a  different 
classification  for  which  they  are  capable  of  performing  the  duties.  During  Fiscal 
Year  1988-89,  a  number  of  policies  and  procedures  were  implemented  to 
expedite  the  process  and  put  individuals  to  work  as  quickly  as  possible.  Under 
this  program,  6  placements  were  made  under  this  program. 

As  indicated  earlier,  two  major  issues  must  be  addressed  this  year,  restoration  of 
funding  of  staff  positions  in  the  Examination  Unit  and  commencement  of  a 
citywide  classification  study. 

The  examination  program  since  Fiscal  Year  1986-87  has  dropped  below  the  275- 
300  eligible  lists  required  each  year  to  provide  departments  with  necessary 
employees  from  eligible  lists: 


FY  '84-85 

FY  '85-86 

FY  '86-87 

FY  '87-88 

FY  '88-89 

LISTS  PRODUCED      354 

305 

240 

172 

156 

STAFF 

Support                      17 

Professional                42 

16 
42 

17 
38 

13 
34*3 

11 
29*4 

NOTE(S): 

*3  During  fiscal  year  1987-88,  15  professional  and  two  support  staff  from  the  Exam  Unii 

were  assigned  to  the  Layoff  Task  force  for  three  (3)  months  April,  May,  and  June  and 

therefore  performed  no  examination  related  work  during  this  period. 

*4  Four  (4)  professional  staff  were  assigned  to  assist  in  bringing  the  layoff  project  to 

closure  for  the  month  of  July,  1988  prior  to  returning  to  the  Exam  Unit. 

The  significant  decrease  in  production  of  eligible  lists  beginning  with  Fiscal  Year 
1987-88  coincides  with  the  reductions  in  staff  and  the  consequential  impact  on  the 
ability  to  prioritize  the  examination  schedule  (sec  Graph  1).  The  layoffs  precipi- 
tated a  significant  loss  of  experienced  staff,  both  in  terms  of  those  that  were 
actually  laid  off  and  those  who  were  reassigned  to  other  operating  departments. 


The  Civil  Service  Examination  Unit  needs  the  capability  to  produce  approximately 
275  eligible  lists  per  year  in  order  to  maintain  current  eligible  lisis  for  the  prepon- 
derance of  classifications.  At  its  current  staffing  level  of  29  Kits,  it  could 
produce  a  maximum  of  203  eligible  lists. 

Graph  2  displays  the  number  of  eligible  lists  produced  from  1984-85  to  the  present 
reflecting  the  reduction  in  CSC  capability  due  to  reduction  in  staff. 

Graph  3  reflects  the  number  of  unassigned  job  classes  requiring  examinations 
along  with  those  job  classes  currently  assigned. 

The  second  issue  relates  to  the  need  for  a  citywide  classification  study  and  the 
agency's  need  for  an  appropriate  pay  equity  evaluation  system. 

The  Civil  Service  Commission  has  extreme  concern  with  the  "merged"class 
allocation  methodology  which  has  been  utilized  for  the  pay  equity  report.  This 
methodology  was  intended  only  as  a  temporary  stopgap  particularly  in  light  of  the 
fact  that  the  first  timeframe  to  complete  a  survey  was  only  3  months,  November 
1986  to  February  1,  1987.  The  staff  and  the  Civil  Service  Commission  in  two 
transmittal  letters  to  the  Board,  January  31,  1987  and  January  21,  1988  indicated 
"this  use  of  the  'merged  data'  approach  shall  not  be  regarded  as  a  precedent."  The 
Commission  indicated  that  it  "concurred  with  its  staff  in  that  it  is  not  comfortable 
with  the  reliability  of  the  approach  for  individual  classifications.  .  ." 

To  that  end,  the  Civil  Service  Commission  directed  the  General  Manager,  Person- 
nel, to  initiate  a  supplemental  appropriation  for  the  purpose  of  conducting  the  first 
phase  of  a  citywide  classification  study  so  that  the  Commission  and  the  City  can 
more  properly  fulfill  its  requirements  under  Charter  mandate.  This  request  should 
be  on  the  Civil  Service  Commission  agenda  during  November  1989. 

The  major  emphasis  of  the  Commission's  concern  relates  to  the  specific  need  to 
authorize  and  have  conducted  a  thorough  point  evaluation  study  of  all  miscellane- 
ous classes  in  the  City  and  County  service. 

The  Commission  recognized  that  the  problem  of  the  budget  deficits  made  it 
impossible  to  include  funding  a  classification  study  in  the  last  two  budget  years. 
Now,  however,  the  Commission  strongly  believes  that  a  classification  study  is 
needed  to  enable  the  city  to  manage  its  personnel  costs  in  a  more  cost  effective 
manner  and  to  enable  the  Commission  to  perform  a  proper  pay  equity  survey.  We 
are  grateful  for  your  support  in  this  endeavor  as  evidenced  by  your  commitment  as 
represented  by  your  Deputy  Mayor,  to  assist  this  agency  in  securing  funds  for  a 
much  needed  citywide  classification  survey. 

Despite  these  two  major  areas  of  need,  the  members  of  the  Civil  Service  Commis- 
sion are  proud  of  the  achievements  detailed  in  this  report  and  look  forward  to  the 
challenges  of  the  coming  fiscal  year. 


Respectfully  submitted, 


Civil  Service  Commission 


JuM 


Carlota  Texidor  del  Forullo 
President 


EXM  6.2b  :  Analysis  of  Exam  Program  Output 
CSC  Funded  Teams  :  Number  of  Lists  Adopted 
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LST  6.1  :  Analysis  of  Eligible  Lists 

Total  of  Job  Classes  with  Active  Eligible  Lists 
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CLS  6.1a  :  Analysis  of  Job  Classes 

Number  of  Classes  Assigned  to  Exam  Departments 

Basis  =  list*  since  7/1/83  and  current  exams 
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The  Civil  Service  Commission 


Membership 

The  Civil  Service  Commission  is  com- 
posed of  five  members  (at  least  one  of 
whom  must  be  a  woman)  appointed  by 
the  Mayor  and  serving  six-year  terms 
of  office.  Those  currently  serving  on 
the  Civil  Service  Commission  are 
Carlota  Texidor  del  Portillo,  President; 
A.  Lee  Munson,  Vice  President;  Louis 
Hop  Lee;  Geo  Donovan  and  Grant  S. 
Mickins. 

Responsibilities 

The  Civil  Service  Commission  is 
mandated  by  Charter  to  be  the  employ- 
ment and  personnel  department  of  the 
City  and  County  that  qualifies  individu- 
als for  appointments  to  the  public  serv- 
ice on  the  basis  of  merit  and  fitness  as 
shown  by  appropriate  tests.  The 
Commission  classifies  and  reclassifies 
all  employments  in  City  departments, 
including  those  exempted  from  Civil 
Service  examination  by  Charter.  The 
Civil  Service  Commission  is  authorized 


to  adopt  rules  which  have  the  force  and 
effect  of  law  to  regulate  all  merit 
system  personnel  activities  in  the  City 
and  County.  The  Commission  also  has 
broad  powers  in  resolving  complaints 
of  discrimination. 

Meetings  and 
Hearings 

During  Fiscal  Year  1988-89,  the  Civil 
Service  Commission  met  38  times. 

The  Commission  conducted  21  regular 
and  17  special  meetings  in  order  to 
review  separations  from  service, 
classification,  salary  and  wage,  in- 
service  and  examination  matters.  At  its 
38  meetings,  the  Civil  Service  Com- 
mission reviewed  102  classification 
items,  38  compensation  items  -  which 
included  surveys  of  the  Police,  Fire, 
Registered  Nurse  and  Municipal 
Railway  rates  of  pay,  49  in-service 
items  and  29  examination  items. 

A  total  of  250  separations  from  service 
were  processed.  Of  these,  the  Commis- 
sion reviewed  59  appeals  of  separation 
from  service  comprised  of  3  termina- 
tions of  promotive  probationary 
employees,  5  automatic  resignations 


due  to  abandonment  of  position,  5 
terminations  of  temporary  civil  service 
employees,  5  appeals  of  resignation 
certified  as  services  unsatisfactory,  13 
terminations  of  entrance  probationary 
employees  and  28  dismissals  of  perma- 
nent employees. 

In  addition,  the  Civil  Service  Commis- 
sion amended  Civil  Service  Commis- 
sion Rule  16  -  Probationary  Period  and 
Rule  22  -  Leaves  of  Absence.  The 
amendment  to  Rule  22  -  Leaves  of  Ab- 
sence, implemented  an  agreement 
between  the  Department  of  Public 
Health  and  Local  790  which  represents 
Registered  Nurses,  to  provide  for  the 
accrual  and  use  of  sick  leave  with  pay 
at  one  and  one-half  times  the  normal 
rate  for  Class  2320  Registered  Nurses 
who  participate  in  a  "pilot  project"  at 
San  Francisco  General  Hospital. 


Classification 


Position  classification  is  a  basic  tool  of 
personnel  management  that  provides  a 
systematic  means  of  identifying  and 
describing  different  kinds  of  work  in 
terms  of  primary  tasks,  duties  and 
responsibilities,  and  the  knowledge, 
skills  and  abilities  required  for  their 
performance.  After  positions  in  the 
public  service  are  grouped  into  classes 
on  the  basis  of  similarity  in  these 
respects,  specifications  delineating  the 
basic  characteristics  of  a  class  are 
prepared.  In  most  instances,  classes  are 
grouped  into  series  providing  career 
opportunities  in  City  employment. 
This  process  assures  like  treatment  to 
similar  positions  in  recruitment,  exami- 
nation, pay,  training  and  promotion. 
Position  classification  is  the  fundamen- 
tal element  in  implementing  the  merit 
principles  of  equal  pay  for  equal  work. 

Work  Program 
Detail 

Program  Description: 

This  is  the  central  unit  responsible  for 
planning,  coordinating  and  conducting 
the  majority  of  the  classification  studies 
of  1,648  classes  consisting  of  approxi- 
mately 29,177  positions.  This  work 
involves  classification  of  new  posi- 
tions, reclassification  of  existing 
positions,  recommendations  on  the 
staffing  of  organization  units,  classifi- 
cation problem  resolution  by  research 
and  survey,  position  audits,  preparation 
of  reports,  letters,  memoranda  and 
Salary  Ordinance  Amendment  legisla- 
tion. 

Major  Cassification 
Studies 

The  Classification  Plan  consists  of  all 
classes  established,  and  it  is  amended 
to  reflect  changes  in  departmental 
organization  or  in  duties  assigned  to 
positions.  During  the  past  year,  the 


1988-89  FISCAL  YEAR 


50 

(D* 

711 

(2)* 

99 

(3)* 

43 

1,855 

UNIT 

A.  Classes  established,  consolidated  and  abolished 

B.  Positions  classified/reallocated 

C.  Classification  reports  calendared 

D.  Salary  Ordinance  Amendments  prepared 

E.  Tenure  of  requisition  requests  acted  upon 

*NOTES: 


1.  This  figure  includes  48  new  classes  established.  1  class  consolidated  and  1  class 
abolished. 

2 .  This  figure  includes  576  new  positions  classified,  62  positions  reclassified  and  73 
positions  converted  from  temporary  to  permanent. 

3.  This  figure  reflects  the  following  detailed  classification  actions: 

Twenty-two  personal  services  contract  reports  (757  contracts),  5  specification 
amendments,  62  positions  reclassified,  73  positions  converted  from  temporary  to 
permanent,  576  new  positions  classified,  I  class  abolished,  48  new  classes  established, 
and  8  Staff  Aide/Assistant,  Special  Project  positions  approved. 


Classification  Unit  conducted  the 
following  major  studies  in  its  effort  to 
insure  that  the  Plan  is  an  accurate  re- 
flection of  the  current  organization: 

Chief  Administrative  Officer 

In  this  fiscal  year  the  Chief  Administra- 
tive Officer  initiated  the  new  program 
of  Animal  Care  and  Control  which  will 
be  established  as  a  new  department  in 
the  1989/90  budget.  The  City  look 
over  this  function  from  the  Society  for 
the  Prevention  of  Cruelty  to  Animals 
(SPCA)  which  informed  the  City  that  it 
would  not  provide  animal  control 
services  in  San  Francisco  after  June  of 
1989. 

A  study  was  completed  of  the  new 
program  and  nine  new  classifications 
were  created  including  journey  and 
supervisory  level  specialized  classes  for 
providing  animal  care  at  the  kennel, 
assistance  to  the  public  at  the  shelter 
and  animal  control  in  the  field.  Addi- 
tionally, new  classes  were  created  for  a 
director,  assistant  director  and  a  shelter 
veterinarian.  Thirty-one  temporary 
positions  were  allocated  to  the  new 


classes  as  well  as  three  positions  to 
existing  classes. 

City  Attorney's  Office 

The  City  Attorney  through  a  Charter 
amendment  established  the  new  Bureau 
of  Claims  Investigation  and  Admini- 
stration. Investigator  appointments  in 
the  new  Bureau  arc  exempt  from  Civil 
Service  examination  under  Charter  pro- 
visions. 

A  study  was  completed  of  the  new 
bureau  and  new  classifications  were 
created  in  a  four  level  scries  including 
journey  level.  Senior,  Principal  and 
Chief  Investigator,  City  Attorney's 
Office.  Eight  positions  were  allocated 
to  the  new  classes  to  provide  investiga- 
tions and  settlements  of  all  personal 
injury  and  property  damage  claims  for 
all  City  departments  with  the  exception 
of  the  Public  Utilities  Commission. 

County  Clerk 

A  classification  survey  of  15  positions 
in  Court  Clerk,  Account  Clerk  and 
Cashier  classes  was  conducted  at  the 


Office  of  the  County  Clerk.  Staff 
recommended  the  reclassification  of 
seven  Assistant  Court  Cleric  positions 
to  Court  Clerk  as  the  former  entry  level 
class  had  become  obsolete.  The  survey 
also  determined  that  the  duties  of  five 
Assistant  Supervising  Court  Clerks 
were  comparable  to  the  Senior  Law 
Clerks  who  serve  as  section  supervisors 
or  as  assistants  to  the  Division  Chiefs 
and  recommended  reclassification  to 
Senior  Law  Clerk.  Both  the  Assistant 
Court  Clerk  and  Assistant  Supervising 
Court  Clerk  classes  will  be  abolished 
when  permanent  incumbents  are  not 
adversely  affected. 

A  survey  of  three  positions  in  the 
Accounting  section  was  also  requested 
as  a  result  of  increased  complexity  of 
fee  collection  duties  and  related 
financial  and  legal  requirements.  It 
was  determined  that  two  Cashier  I 
positions  should  be  reclassified  to 
Cashier  II  and  that  one  Account  Clerk 
should  be  reclassified  to  Senior 
Account  Clerk. 

Mayor's  Office 

At  the  request  of  the  new  Directors  of 
two  major  divisions  of  the  Mayor's 
Office,  staff  reviewed  the  classification 
of  positions  in  the  Mayor's  Office  of 
Community  Development  and  the 
Mayor's  Office  of  Housing.  Nine 
positions  in  Housing  were  reviewed, 
and  five  reclassified,  in  order  to  pro- 
vide specialized  housing,  rehabilita- 
tion, contract  compliance,  loan,  and 
first-time  buyer  program  services.  In 
the  Office  of  Community  Develop- 
ment, six  positions  in  the 
Community  Development  series  were 
reclassified  in  order  to  reflect  increased 
duties  and  responsibilities,  including 
those  serving  as  program  monitors, 
grant  coordinators,  labor  standards 
monitors  and  fiscal  monitors. 


D.i i  tment  of  Public  Health 

Staff  reviewed  a  proposal  by  the 
Department  of  Public  Health  to  estab- 
lish a  new  Radiologic  Technologist 
series  of  classes.  This  proposal  was 
necessitated  by  the  need  to  reflect 
changes  in  the  organizational  structure 
and  functions  of  the  positions  and  to 
address  recruitment  and  retention 
problems. 

As  a  result  of  this  review,  staff  recom- 
mended the  consolidation  of  the  two 
lower  classes  in  the  seven  level  series 
into  a  journey  level  class,  creation  of 
new  entry  level  and  senior  level 
("Charge  Technologist")  classes  and 
consolidation  of  two  supervisory 
classes  into  a  single  level.  In  addition, 
a  new  class  titled  Director  of  Radiology 
was  created  to  reflect  the  growth  in 
responsibility  and  change  in  reporting 
relationships  of  this  position.  Fifty- 
nine  positions  were  reallocated  to  the 
newly  established  classes. 

It  is  anticipated  that  the  consolidation 
of  the  existing  classes  into  fewer  levels 
and  the  implementation  of  a  program  to 
provide  for  flexible  staffing  from  entry 
level  to  journey  level  positions  will 
provide  the  department  with  greater 
flexibility  in  the  recruitment  of  entry 
and  journey  level  technologists  in  order 
to  minimize  the  current  staffing 
difficulties. 

Public  Utilities  Commission 

The  Bureau  of  Energy  Conservation 
budgeted  two  new  positions  to  perform 
energy  conservation  program  manage- 
ment and  project  work.  Staff  recom- 
mended the  establishment  of  two  new 
classes  to  perform  the  specialized  tech- 
nical, analytical  and  professional 
energy  conservation  tasks.  Based  on 
this  study,  the  Civil  Service  Commis- 
sion adopted  the  Senior  Energy 
Specialist  and  Energy  Specialist  classi- 
fications. 


indicated  that  the  duties  of  the  positions 
which  include  responsibility  for  the 
dispatch  of  repair  and  emergency  crews 
were  significantly  different  from 
telephone  operator  positions  throughout 
the  City.  Staff  conferred  with  the  union 
and  department  representatives  and 
recommended  establishing  two  new 
classes  of  Communications  Dispatcher 
I  and  II. 

San  Francisco  International  Airport 

The  specifications  for  the  three 
Assistant  Deputy  Director  classifica- 
tions at  the  Airport  were  updated  and 
rctitled  in  order  to  reflect  organiza- 
tional changes  and  new  assignments 
within  the  Airport  management  A 
second  position  in  Class  9260  Airport 
Assistant  Deputy  Director,  Facilities 
Operations  and  Maintenance  was  estab- 
lished to  manage  a  new  Environmental 
Control  Section,  consolidating  all  of  the 
functions  related  to  environmental 
control  at  the  Airport. 

Additionally,  two  new  classifications 
were  created  to  meet  the  Airport's 
staffing  needs.  Class  9247  Airport 
Emergency  Planning  Coordinator  will 
develop  programs  and  coordinate 
resources  at  the  Airport  to  ensure 
maximum  preparedness  in  emergencies 
or  disasters.  Class  9254  Assistant  to 
the  Director,  Bureau  of  Community 
Affairs  will  assist  in  the  development 
of  a  comprehensive  public  and  commu- 
nity relations  program  for  the  Airport. 


At  the  request  of  the  San  Francisco 
Water  Department,  staff  reviewed  the 
duties  of  Telephone  Operators  and 
Senior  Telephone  Operators  assigned  to 
the  Suburban  and  City  Distribution 
Divisions.  Analysis  and  review 


Projected 

Classification 

Activities 

Maintenance  of  the  Classification  Plan 
is  a  continuing  function  of  the  Classifi- 
cation Division.  Departmental  requests 
are  always  reviewed  in  terms  of  the 
plan  with  a  view  toward  the  inclusion 
of  new  positions  in  existing  classifica- 
tions. On  occasion,  new  dudes  are 
added  to  a  class  by  means  of  amend- 
ments to  specifications.  At  other  times 
consolidation  of  two  or  more  classes 
may  be  appropriate. 


The  1989-90  budget  for  the  City  and 
County  of  San  Francisco  includes 
approximately  1,216  new  and  substitute 
positions  which  must  be  reviewed  by 
the  Classification  Division.  Many  of 
these  positions  were  reviewed  prior  to 
budgetary  approval  by  the  Mayor; 
others  will  involve  further  in-depth 
analysis  by  staff.  Creation  of  new 
classes  and  amendments  to  existing 
class  specifications  may  be  required  to 
meet  changing  needs  within  City 
departments. 


Significant  projects  to  be  reviewed  by 
the  staff  in  the  coming  fiscal  year 
(1989-90)  include:  classification  of 
positions  in  the  new  established  Public 
Utilities  Commission  Bureau  of  Envi- 
ronmental Health  and  Safety;  classifi- 
cation of  positions  for  the  newly 
created  Waterfront  Transportation 
Project  Office  of  the  Chief  Administra- 
tive Office;  the  establishment  of  mana- 
gerial classes  for  the  new  Department 
of  Parking  and  Traffic;  coordination 
and  oversight  of  a  department  survey  in 
the  Department  of  Social  Services  to  be 
performed  by  Ralph  Anderson  and 
Associates;  surveyance  of  positions 
previously  filled  by  contract  employees 
in  the  Clean  Water  Program  which  are 
intended  for  conversion  to  civil  service 
classes;  and  continued  studies  of  Public 
Health's  Health  Program  Coordinator 
series  and  the  Property  Management 
positions  in  revenue-producing  depart- 
ments. 


Salary  Standardization  Unit 


The  primary  function  of  the  Salary 
Standardization  Unit  is  to  survey 
prevailing  rates  of  pay  in  private  and 
public  jurisdictions  as  a  basis  for 
establishing  rates  of  pay  for  all  City 
employees,  including  pay  equity, 
according  to  the  provisions  of  the 
Charter,  as  well  as  implementing  and 
recommending  revisions  to  the  admin- 
istrative provisions  of  the  Salary 
Standardization  Ordinance.  Other 
duties  include  conducting  fringe  benefit 
and  specialized  surveys  at  the  request 
of  the  Civil  Service  Commission  or 
Board  of  Supervisors,  completing 
survey  questionnaires  for  other 
jurisdictions  and  implementing  the 
Salary  Plan  by  coordinating  salary 
matters  with  all  City  departments. 

Salary  Standardization  is,  by  Charter, 
divided  into  four  major 
categories: 

1.  Miscellaneous  Employees  -  Charter 
Sections  8.400,  8.401,  8.407  and 
8.407-1 

2.  Registered  Nurse  Classifications  - 
Charter  Section  8.403 

3.  Municipal  Railway  Platform  Em- 
ployees -  Charter  Section  8.404 

4.  Police  and  Fire  -  Charter  Section 
8.405 

The  following  sections  describe 
methods  of  determining  pay  rates  and 
some  of  the  working  conditions  for  the 
four  major  categories: 

Miscellaneous  Employees 

Charter  Section  8.407  requires  the  Civil 
Service  Commission  to  conduct  a 
comprehensive  investigation  and 
survey  of  basic  pay  rates,  wages  and 
salaries  in  other  governmental  jurisdic- 
tions and  private  employment  for  like 
work  and  like  service,  based  on  job 
classifications  primarily  in  the  Bay 


Area,  and  requires  the  Civil  Service 
Commission  to  make  its  findings  based 
on  facts  and  data  collected  as  to  what 
the  generally  prevailing  pay  rates  are 
for  each  benchmark  class.  Salary  data 
first  must  be  collected  from  the  Bay 
Area  counties  of  Alameda,  Contra 
Costa,  Marin,  San  Mateo,  San  Fran- 
cisco and  Santa  Clara.  If  there  is  insuf- 
ficient salary  data  available  from  these 
agencies,  the  Commission  may  survey 
other  major  public  agencies  in  the  State 
utilizing  such  classes  where  the  agency 
employs  more  than  3,000  persons.  The 
Charter  stipulates  that  the  salary  data 
from  public  agencies  be  collected  from 
five  Bay  Area  counties;  the  ten  most 
populous  cities  in  these  counties; 
agencies  of  the  State  and  Federal  gov- 
ernment and  from  school  districts  and 
other  special  districts  in  these  counties. 

The  Commission  also  collects  private 
basic  pay  rate  data  from  the  recognized 
governmental  Bay  Area  salary  survey 
of  private  employers  in  the  City  and 
County  of  San  Francisco  and  Bay  Area 
counties  of  Alameda,  Contra  Costa, 
Marin,  San  Mateo  and  Santa  Clara. 
The  data  collected  is  limited  to  rates  of 
pay  and  salaries  actually  being  paid  by 
private  employers  for  like  work  and 
like  service. 

Charter  Section  8.407  defines  the  term 
"prevailing  rates  of  wages"  as  the  rate 
ranges  developed  from  the  weighted 
average  of  the  midpoints  of  the  basic 
rates,  excluding  fringe  benefits,  for 
surveyed  public  employment  and  the 
median  of  the  pay  rates  for  private 
employment  It  stipulates  that  the 
Board  of  Supervisors  shall  not  set  the 
maximum  rate  of  pay  for  any  class  in 
excess  of  the  maximum  prevailing  rate 
for  the  class  and  further  provides  that 
no  employee  shall  have  his/her  basic 
pay  rate  reduced. 

A  report  containing  a  summary  of  the 
preliminary  data  prepared  by  the 
Personnel  Department  of  the  Civil 


Service  Commission  was  available  for 
inspection  beginning  August  1988. 
Employee  representatives  and  employ- 
ees were  invited  to  request  salary  ad- 
justments supported  with  any  informa- 
tion or  data  that  would  justify  such 
adjustments.  The  data  presented  was 
reviewed,  analyzed  and  modified  for  a 
period  of  approximately  two  months. 
Salary  recommendations  were  not 
finalized  until  a  public  hearing  was 
held  at  which  time  employees,  em- 
ployee organization  representatives  and 
representatives  of  civic,  public  and 
professional  organizations  were  given 
an  opportunity  to  express  their  views 
on  salary  standardization. 

The  recommended  schedules,  together 
with  the  existing  schedules  of  compen- 
sation, were  posted  and  publicized  on 
January  13, 1989,  for  a  period  of  two 
weeks  and  were  also  available  for 
inspection  in  the  office  of  the  Civil 
Service  Commission.  The  proposed 
schedules  of  compensation  also  apply 
to  all  non-certificated  employees  in 
both  the  San  Francisco  Unified  School 
District  and  the  San  Francisco  Commu- 
nity College  District 

The  data  contained  in  the  report, 
"Salary  and  Wage  Survey",  was 
obtained  from  over  50  individual  public 
jurisdictions  in  California,  the  Federal 
Government  the  State  of  Californiaand 
the  Bay  Area  Salary  Survey 
Committee.  It  should  be  noted  that  the 
number  of  employees  for  the  State  of 
California  and  Federal  agencies  was 
limited  to  agencies  in  the  six  Bay  Area 
Counties. 

The  Civil  Service  recommendations 
were  submitted  to  the  Board  of 
Supervisors  for  their  consideration. 
The  Board  then  adopted  these 
recommendations.  The  new  salary 
schedules  represented  increases  ranging 
from  6.5%  to  16%.  The  average 
percentage  increase  recommended  was 
approximately  9.7%. 


This  increase  was  in  effect  an  increase 
covering  a  two  year  period.  Due  to  the 
large  budget  deficit  facing  the  City  and 
County  of  San  Francisco,  the  voters 
approved  Proposition  B  in  the  June, 
1988  election.  This  Proposition 
amended  the  Charter  and  allowed  for  a 
pay  freeze  for  all  City  employees  for 
Fiscal  Year  1988-89. 

Pay  Equity 

The  Commission's  Salary  Unit  is  now 
entering  into  the  third  year  of  adminis- 
trating the  City's  pay  equity  program. 
This  responsibility  was  placed  within 
the  Commissions's  purview  by  the 
passaged  of  Proposition  H  in  the 
November,  1986  election  and  the 
addition  of  Section  8.407-1  to  the  City 
Charter.  The  Civil  Service 
Commission  was  mandated  to  conduct 
a  pay  equity  survey  each  year 
comparing  City  and  County  classifica- 
tions disproportionately  occupied  by 
minorities  and  women.  Additionally, 
the  staff  was  required  to  conduct  the 
survey  in  accordance  with  standards 
and  guidelines  of  similar  surveys  in 
other  governmental  jurisdictions  and 
private  employment  and  to  make  use  of 
the  data  acquired  from  such  entities. 

Because  of  the  lack  of  an  internal 
point-factor  evaluation  system,  the  staff 
has  been  obligated  to  rely  primarily  on 
the  data  of  other  agencies  which  had 
made  use  of  point-factor  evaluation 
systems.  With  the  aid  of  data  acquired 
from  three  California  jurisdictions  and 
the  State  of  Washington,  the  staff  has 
developed  an  interim  methodology 
providing  comparisons  between  the 
studies  evaluated  and  City  benchmark 
classes  disproportionately  occupied  by 
minorities  and  women.  In  situations 
where  the  staff  could  not  find  an 
appropriate  comparison  for 
female/minority  dominated  benchmark 
class,  the  staff  recommended  that  such 
a  class  be  granted  the  same  pay  equity 
adjustment  as  other  female/minority 
dominated  classes  of  similar  level  of 
duties,  responsibility  and  compensa- 
tion. 

This  year's  Pay  Equity  Report  con- 
tained a  series  of  recommendations  and 
observations  and  include  several 
appendices  crucial  to  the  Employee 


Relations  Division  (representing  the 
Mayor)  in  its  deliberations  with 
representatives  of  the  respective  Public 
Employee  Organizations.  One  of  the 
more  important  recommendations 
contained  therein  is  that  a  classification 
be  deemed  "disproportionately  occu- 
pied" if  it  is  comprised  of  70%  or  more 
minorities  and  women.  The  basis  for 
this  recommendation  is  the  practice  of 
other  surveyed  jurisdictions  as  well  as 
the  1980  census  of  the  San  Francisco 
workforce  which  showed  a  composition 
of  approximately  67.3%  women  and 
minorities. 

This  year's  negotiations  between  the 
Employee  Relations  Division  and  the 
Public  Employee  Organizations 
resulted  in  an  agreement  covering  the 
period  from  July  1, 1989  through  June 
30, 1992.  The  first  year  of  this 
agreement  provided  for  the  retention  of 
prior  pay  equity  adjustments  to  eligible 
classes.  The  second  and  third  years  of 
the  Pay  Equity  Agreement  provided  for 
salary  adjustments  of  3%  to  those 
classifications  who  retain  their  eligibil- 
ity under  the  terms  of  the  agreement. 

Pursuant  to  the  Charter  mandate,  the 
Pay  Equity  Report  submitted  by  the 
Civil  Service  Commission  for  the 
Fiscal  Year  1989-90,  consisted  in  a 
new  report  and  updated  materials. 
These  materials  included:  new 
workforce  composition  report  appendi- 
ces; updated  summary  of  relevant 
survey  data  used  to  identify  pay  equity 
differentials  and  an  updated  revised  pay 
equity  differential  booklet. 

Registered  Nurse  Classifications 

Charter  Section  8.403  provides  the 
method  for  setting  salaries  for  all 
classes  which  require  a  Registered 
Nurse  license.  Under  this  method,  the 
Civil  Service  Commission  is  required 
to  certify  to  the  Board  of  Supervisors 
for  the  acute  care  staff  nurse  classifica- 
tion the  highest  prevailing  salary 
schedule  in  effect  on  April  15  granted 
by  collective  bargaining  agreement  to 
comparable  registered  nurse  employees 
in  public  and  private  employment  in  the 
six  Bay  Area  counties.  The  Charter 
then  requires  the  Board  of  Supervisors 
to  set  a  rate  of  pay  for  such  nurses  not 
in  excess  of  the  schedule  certified  by 


the  Civil  Service  Commission. 

Pursuant  to  that  Section,  the  Civil 
Service  Commission  certified  that  the 
highest  prevailing  maximum  rate  was 
$22.73  per  hour  (approximately  $3940 
per  month).  The  Board  of  Supervisors 
then  adopted  a  maximum  rate  of  $22.06 
per  hour  (approximately  $3824  per 
month). 

Municipal  Railway 

The  Civil  Service  Commission  staff 
conducts  a  survey  of  transit  systems  in 
the  United  States  operating  primarily 
within  cities  having  a  population  of  not 
less  than  500,000  and  normally 
employing  not  less  than  400  transit  op- 
erators. The  Commission  then 
certifies  to  the  Board  of  Supervisors  the 
average  of  the  two  highest  wage 
schedules  in  effect  on  July  1  for  compa- 
rable employees  in  the  systems 
certified  in  the  report.  The  Board  of 
Supervisors  thereupon  fixes  a  wage 
schedule  which  shall  not  be  in  excess 
of  the  average  of  the  two  highest  wage 
schedules  so  certified  by  the  Civil 
Service  Commission. 

For  Fiscal  Year  1988-89,  the  attached 
survey  showed  that  the  Washington 
Metro  Area  Transit  Authority  and 
Santa  Clara  County  Transit  paid  the 
highest  rates  for  platform  personnel  as 
of  July  1. 

The  average  of  the  two  was  $15.2775 
per  hour,  effective  July  1,  1988,  and 
$15.5625  per  hour  effective  April  3, 
1989.  These  rates  represented  no 
increase  for  July  1, 1988,  and  an 
approximate  increase  of  1.9%  on  April 
3,  1989. 

It  should  be  noted  that  the  voters 
approved  Proposition  B  in  the  June, 
1988  election.  This  proposition 
amended  the  Charter  and  allowed  for  a 
pay  freeze  for  City  employees  includ- 
ing the  Transit  Operators  of  the  San 
Francisco  Municipal  Railway.  There- 
fore, the  rates  contained  in  the  Civil 
Service  Commission's  salary  survey 
were  no(  adopted  by  the  Board  of 
Supervisors. 


TRANSIT  OPERATOR  SALARY  SURVEY  JULY  1988 


CITY 


NO.  OF 

OPERATORS      TRANSIT  COMPANY 


MAX.  HOURLY 
RATE 


San  Jose 


1027 


Washington,  D.C. 

2610 

Boston,  MA 

1480 

Los  Angeles,  CA 

4532 

New  York,  NY 

8977 

Chicago,  IL 

5351 

San  Diego,  CA 

560 

Pittsburgh,  PA 

1508 

Cleveland,  OH 

1175 

Baltimore,  MD 

1290 

Columbus,  OH 

464 

Houston,  TX 

1272 

Milwaukee,  WI 

965 

Philadelphia,  PA 

2620 

Phoenix,  AZ 

480 

Detroit,  Ml 

1200 

Dallas,  TX 

765 

San  Antonio,  TX582 

New  Orleans,  LA722 

Santa  Clara  County  Transit  District  1 5.4 1 

(eff.  4/4/88)  15.98 

Washington  Metropolitan  Area  Transit  Authority     15. 145 

Massachusetts  Bay  Transportation  Authority  14.63 

Southern  California  Rapid  Transit  District  14.53 

New  York  City  Transit  Authority  14. 1 575 

Chicago  Transit  Authority  14.10 

San  Diego  Transit  Corporation  1 3 .60 

Port  Authority  of  Allegheny  County  1 3 .30 

Greater  Cleveland  Regional  Transit  Authority  13.00 

Maryland  Mass  Transit  Administration  12.545 

Central  Ohio  Transit  Authority  12.45 

Metropolitan  Transit  Authority  12.22 

Milwaukee  County  Transit  S  ystem  12.2 1 

Southeastern  Pennsylvania  Transportation  1 1 .89 
Authority 

Phoenix  Transit  ystem  1 1 .72 

Detroit  Department  of  Transportation  11.20 

Dallas  Transit  System  10.56 

VIA  Metropolitan  Transit  10.35 

New  Orleans  Regional  Transit  Authority  1 0.00 


Police  and  Fire 

Charter  Section  8.405  provides  the 
method  for  setting  salaries  of  the 
uniformed  forces  in  the  Police  and  Fire 
Departments.  Under  this  method,  the 
Civil  Service  Commission  is  required 
to  survey  and  certify  to  the  Board  of 
Supervisors  rates  of  compensation  paid 
Police  Officers  employed  in  the  Police 
Departments  in  all  cities  with  a 
population  of  350,000  or  over  in  the 
State  of  California.  The  rate  to  be 
certified  is  the  average  of  the  maximum 
rates  paid  to  each  Police  Officer  classi- 
fication performing  the  same  or 
essentially  the  same  duties  as  Police 
Officers  in  the  City  and  County  of  San 
Francisco;  further,  this  certified  rate  is 
to  be  the  rate  of  compensation  for  the 
fourth  year  of  service  in  the  class  of 
Police  Officer.  The  rate  of  pay  for  the 
first,  second  and  third  year  of  service 
for  Police  Officer  is  to  be  established  in 
accordance  with  the  general  percentage 
differential  between  seniority  steps 
found  in  the  salary  ranges  included  in 
the  cities  surveyed. 


The  pay  rates  established  hereby  for 
Police  Officers  are  also  applicable  to 
Fire  Fighters,  based  on  the  principle  of 
pay  parity  between  the  basic  classifica- 
tions of  Police  Officer  and  Fire  Fighter. 
At  the  election  of  November  4, 1986, 
the  electorate  approved  Proposition  I 
which  amended  Charter  Section  8.405 
and  authorized  the  City  to  adjust  rates 
paid  to  Police  Officers  and  Firefighters 
if  any  of  the  cities  utilized  in  the 
Annual  Salary  Survey  adopted  new  pay 
rates  after  our  survey  deadline  of 
August  25the. 

Therefore,  for  Fiscal  Year  1988-89 
there  were  four  salary  surveys  con- 
ducted throughout  the  year  to  deter- 
mine rates  of  pay  for  the  uniformed 
force  of  the  Police  and  Fire  Depart- 
ments. Effective  July  1, 1988,  the  rate 
paid  Police  Officers  and  Fire  Fighters 
was  $2817-3261  per  month.  This 
represented  an  increase  of  approxi- 
mately 3.4%.  There  were  two  addi- 
tional increases  during  the  fiscal  year. 
The  weighted  average  increase  for  the 
entire  fiscal  year  was  approximately 
4.4%. 


In  accordance  with  Charter  Section 
8.405,  paragraph  (f),  the  Civil  Service 
Commission  is  also  required  to  certify 
to  the  Board  of  Supervisors  the 
percentage  increase  or  decrease  in  the 
cost  of  living  during  the  twelve-month 
period  ending  March  31st  for  San  Fran- 
cisco and  for  the  cities  included  in  the 
certified  report.  The  calculation 
reflects  the  cost  of  living  increase  in 
San  Francisco  as  compared  with  the 
average  cost  of  living  increase  in  the 
four  cities  surveyed.  The  average 
increase  in  the  cost  of  living  in  San 
Francisco  was  4.5%  and  the  average 
increase  in  the  cost  of  living  for  the 
cities  surveyed  was  4.2%. 

The  Board  of  Supervisors  may  increase 
the  rate  certified  by  an  amount  equal  to 
the  difference  between  the  average  cost 
of  living  increase  of  the  cities  included 
in  the  survey  and  the  cost  of  living 
increase  in  San  Francisco. 

Again,  just  as  for  Transit  Operators,  no 
increase  was  granted  to  our  Police 
Officers  and  Fire  Fighters  due  to  the 
pay  freeze  approved  by  the  voters  in 
the  June,  1988  election. 


POLICE  AND  FIRE  SALARY  SURVEY  JULY  20,  1988 


CITY 


CLASS  TITLE 


POS 


MONTHLY  SALARY 


LONG  BEACH 
LOS  ANGELES 
LOS  ANGELES 
SAN  DIEGO 
SAN  JOSE 


POLICE  OFFICER 
POLICE  OFFICER  II 
POLICE  OFFICER  III 
POLICE  OFFICER  U 
POLICE  OFFICER 


456 
3639 
1748 
1095 

757 


2388  -  2957 
2821  -3318 
2977  -  3503 
2477  -  2992 
2434  -  3261 


AVERAGE  MAXIMUM  BASIC  RATE  PAID  POLICE  OFFICERS  =  $3155 


LONG  BEACH 
LOS  ANGELES 
SAN  DIEGO 
SAN  JOSE 


FIREFIGHTER 

261 

FIREFIGHTER  III 

1379 

FIREFIGHTER  II 

366 

FIREFIGHTER 

231 

2388  -  2957 
2859  -  3381 
2268  -  2739 
2330-3120 


AVERAGE  MAXIMUM  BASIC  RATE  PAID  FIREFIGHTERS  =  $3049 


SAN  FRANCISCO 
SAN  FRANCISCO 


POLICE  OFFICER 
FIREFIGHTER 


1336 
1055 


2726-3155 
2726-3155 


COST  OF  LIVING 
CONSUMER  PRICE  INDEX 
URBAN  WAGE  EARNERS 
AND  CLERICAL  WORKERS 

MARCH  87    MARCH  88  %  INCREASE 

SAN  FRANCISCO  11Z8  117.9  4.5% 


LONG  BEACH 

112.8 

117.5 

LOS  ANGELES 

112.8 

117.5 

SAN  DIEGO 

107.8 

111.9 

SAN  JOSE 

112.8 

117.9 

42% 


42% 


3.8% 


43% 


The  cost  of  living  in  San  Francisco  increased  by  43  % 

The  cost  of  living  in  the  cities  included  in  the  Police  and 

Fire  survey  increased  by  42  % 

The  difference  is  0.3% 


Timeroll  Audit  Unit 

Because  of  the  conversion  of  timerolls 
to  computerization  by  the  Controller's 
Payroll/Personnel  Services  Division 
(PPSD),  our  Timeroll  Audit  Unit  is 
concerned  primarily  with  the  establish- 
ment and  maintenance  of  personnel 
records,  the  auditing  of  Personal  Action 
Reports  (PAR's)  and  Exception  Re- 
ports for  City  and  County  agencies,  the 
approval  of  permanent  and  temporary 
requisitions  and  the  maintenance  of  a 
city  wide  position  control  system. 

It  is  anticipated  that  eventually  all 
personnel  record  keeping  will  be 
computerized  by  PPSD. 


TIMEROLL  AUDIT  PROGRAM 
OUTPUTS  FISCAL  YEAR  1988-89 


PAR's  Audited 

Exception  Reports  Audited 

Requisitions  Approved 

Personnel  Transactions  Recorded 
(i.e.  appointments,  separations, 
reassignments,  in-lieu  payments, 
leaves,  suspensions). 


27,957 

10345 

6,723 

32,039 


10 


Examination  Unit 


By  Charter,  the  Civil  Service  Commis- 
sion is  responsible  for  the  development 
and  administration  of  employee 
selection  programs  for  virtually  all 
classified  municipal  employments.  The 
current  selection  program  is  a  complex 
process  which  must  conform  to 
extensive  professional  and  legal 
standards,  while  being  sufficiently 
productive  to  respond  to  the  constant 
personnel  needs  of  the  many  depart- 
ments of  local  government. 

Development  of  selection  procedures 
begins  with  a  thorough  job  analysis. 
This  process  usually  involves  observing 
workers  actually  performing  their  job 
duties,  complemented  by  numerous 
meetings  with  subject  matter  experts  to 
obtain  a  clear  and  well-documented 
picture  of  the  duties  of  each  job  classi- 
fication, and  to  identify  the  type  and 
level  of  knowledge,  skills,  and  abilities 
necessary  to  successfully  perform  those 
duties. 

Once  the  job  analysis  has  been  com- 
pleted an  examination  plan  is  devel- 
oped. The  examination  plan  documents 
the  decisions  made  regarding  the  most 
effective  method  to  test  applicants  to 
determine  whether  they  posses  the 
knowledge,  skills,  and  abilities  needed 
for  successful  job  performance.  Ex- 
amination plans  identify  the  type  of  test 
instruments  to  be  used  and  describe  the 
relationships  between  test  content,  rat- 
ing guidelines,  and  job  duties.  Devel- 
opment of  the  examination  plan  is  a 
critical  step  in  ensuring  that  the  test 
instruments  are  job-related  and  valid. 

An  examination  announcement  is 
published  after  completion  of  the 
examination  plan.  The  examination  an- 
nouncement describes  the  duties  of  the 
job  classification,  the  minimum 
qualifications,  the  type  and  value  of 


each  test,  and  a  variety  of  other 
particulars.  After  the  announcement  is 
issued,  applications  are  received  from 
interested  persons.  After  all  applica- 
tions are  filed,  they  are  reviewed  to 
ensured  that  only  qualified  applicants 
proceed  to  the  testing  process. 
The  testing  process  commences  once 
the  screening  of  applications  is  com- 
plete. Civil  Service  uses  a  variety  of 
test  formats  including  multiple  choice 
tests,  oral  interviews,  performance 
tests,  physical  agility  tests,  and  assess- 
ment center  exercises.  The  specific 
format  and  combination  of  tests  used 
are  predicated  on  the  requirement  to 
representatively  sample  the  important 
aspects  of  the  particular  job  classifica- 
tion in  a  manner  which  is  economical, 
practical,  and  fair. 

An  eligible  list  is  published  at  the 
completion  of  the  testing  process.  This 
list  contains  the  names  of  all  candidates 
who  successfully  completed  all  stages 
of  the  examination  process.  The 
candidates  arc  listed  in  rank  order 
according  to  their  total  test  score  which 
may  include  additional  points  they  may 
have  earned  for  seniority,  job  perform- 
ance, or  prior  military  service.  The 
work  of  the  examination  program  is 
completed  when  an  eligible  list  is 
adopted. 

Over  a  period  of  years,  the  Civil 
Service  Commission  has  entered  into 
Memoranda  of  Understanding  with 
various  operating  departments  for  the 
purpose  of  establishing  decentralized 
Civil  Service  units  to  provide  assis- 
tance in  maintaining  examination 
programs  for  job  classifications  which, 
generally,  arc  particular  to  the  specific 
department,  i.e.,  Licensed  Vocational 
Nurses,  Registered  Nurses,  Orderlies 
within  the  Department  of  Public 
Health. 


grams  for  1,091  job  classifications 
involving  16,015  positions.  The 
decentralized  units,  including  those  for 
the  Police  Department  and  Fire 
Department  which  are  operated  under 
the  terms  of  Consent  Decree  settle- 
ments approved  by  the  U.S.  District 
Court,  administer  selection  programs 
for  328  job  classifications  encompass- 
ing 10,551  positions. 
The  number  of  existing  job  classifica- 
tions significantly  underrepresents  the 
number  of  examinations  that  need  to  be 
developed  and  administered.  This  is  a 
consequence  of  the  fact  that  there  are  a 
large  number  of  job  classifications 
which  have  multiple  specialty  areas, 
each  of  which  require  separate  testing 
procedures  and  which  result  in  separate 
eligible  lists  for  a  single  classification. 
An  example  is  Class  1874  Senior  Pro- 
grammer Analyst  where  different  tests 
are  required  for  each  of  the  various 
computer  languages  and/or  operating 
systems  used  by  the  City's  information 
systems. 

With  exception  of  the  Police  Depart- 
ment Consent  Decree  Examination 
Unit,  the  selection  programs  admini- 
stered by  all  of  the  other  decentralized 
Civil  Service  Examination  Units  are 
subject  to  the  review  and  approval  of 
the  Civil  Service  Commission.  The 
Fire  Services  Examination  Unit  is 
housed  with  and  directly  managed  by 
the  Civil  Service  Commission  Exami- 
nation Unit. 

For  Fiscal  Year  1988-89  the  number  of 
eligible  lists  produced  and  number  of 
cligiblcs  on  the  lists  produced  through 
the  various  selection  programs  air  as 
follows: 


The  Civil  Service  Commission  Exami- 
nation Unit  currently  is  responsible  for 
administering  employee  selection  pro- 
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DEPARTMENT 


NO.  OF  LISTS 


NO.OFELIGIBLES 


Civil  Service 

Airport 

Fire  Department 

Public  Health 

Public  Utilities 

Retirement 

Social  Services 


156 

12 

3 

121 

12 
2 
1 


3,805 

260 

1645 

1,012 

260 

6 

57 


TOTAL 


305 


7,051 


These  lists  covered  a  wide  variety  of 
municipal  occupations,  at  management, 
journey,  and  entrance  levels,  including 
accountants,  engineers,  transit  person- 
nel, clerical  support  employees,  data 
processing  programmers  and  systems 
analysts,  health  and  cultural  categories, 
crafts  classifications,  and  firefighter 
positions.  This  rather  wide  range  of  job 
types  is  indicative  of  the  variety  of 
services  provided  by  the  City  and 
County  of  San  Francisco. 

Fiscal  Year  1988-89  was  a  year  of 
transition  for  the  Civil  Service  Com- 
mission Examination  Unit.  As  a  result 
of  the  budget  crisis,  a  full  50%  of  the 
staff  was  assigned  to  the  Layoff  Task 


Force  during  the  quarter  preceding  the 
fiscal  year,  10%  of  the  staff  remained 
to  conclude  business  related  to  the  City 
wide  lay  off  process  during  the  first 
quarter  of  the  fiscal  year,  and  30%  of 
the  staff  turned  over  due  as  a  result  of 
layoffs,  retirement,  etc.  Additionally, 
the  Examination  Unit  was  assigned  a 
new  Program  Manager  from  outside  of 
the  unit  in  January,  1989  as  a  result  of 
reorganization  of  senior  management 
within  the  agency. 


During  this  fiscal  year,  a  number  of 
measures  were  initiated  to  enhance  the 
efficiency  and  effectiveness  of  the 
selection  program.  These  included 
computerizing  applicant  tracking, 
examination  scheduling  and  notifica- 
tion, test  scoring  and  analysis,  and 
eligible  list  generation  functions;  the 
automation  process  is  expected  to  be 
completed  by  the  end  of  Fiscal  Year 
1989-90  and  should  significantly 
reduce  the  amount  of  "non-profes- 
sional" work  currently  performed  by 
analysts  in  support  of  administering 
selection  programs.  Other  measures 
include  continued  upgrading  of  staff 
competencies,  streamlining  of  internal 
operating  procedures,  implementing 
contemporary  professional  practices, 
and,  ultimately  reorganizing  the  Exami- 
nation Unit. 

The  Civil  Service  Commission  Exami- 
nation Unit  faces,  as  does  the  City  as  a 
whole,  the  challenge  of  doing  more, 
doing  it  belter,  and  doing  it  with  less. 
We  accept  the  challenge  and  pledge  to 
approach  our  charge  with  vigor  and 
diligence. 
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Management  Development  Unit 


Management 
Training 

The  primary  mission  of  the  Manage- 
ment Development  Unit  is  to  provide 
developmental  programs  to  the  three 
levels  of  management  in  all  City 
departments.  It  is  our  philosophy  and 
practice  to  incorporate  in  our  programs 
the  same  concepts  for  all  management 
personnel,  with  modifications  and 
applications  appropriate  to  different 
levels,  so  that  each  department  has  the 
potential  to  develop  effective  manage- 
ment teams  throughout  the  organiza- 
tion. 

The  following  curriculum  of  programs 
is  now  available: 

Programs  for  Executives: 

Participants  are  nominated  by  the 
Appointing  Officer 

1 .  Managing  Motivation  for 
Performance  Improvement 
(5-day  program) 

2.  Personality  Type  and  Management 
Style 

(3-day  program) 

3.  Behavioral  Events  Selection 
Interview 

(2-day  program) 

4.  Win/Win  Conflict  Resolution 
(2-day  program) 

Programs  for  Senior  and 
Mid-Managers: 

1.  Managing  Motivation  for 
Performance  Improvement 
(5 -day  program) 

2.  Personality  Type  and  Management 
Style 

(3-day  program) 


3.  Behavioral  Events  Selection 
Interview 

(2-day  program) 

4.  Win/Win  Conflict  Resolution 
(2-day  program) 

Programs  for  First  Line  Managers: 

Interested  persons  register  through  their 
departmental  liaison. 

Announcements  and  registration  forms 
are  sent  to  liaisons  for  publication  six 
weeks  before  each  quarter. 


1 .  Improving  Managerial 
Effectiveness 
(3-day  program) 

2.  Performance  Counseling 
(1 -day  program) 

3.  Performance  Appraisal 
(1 -day  program) 

4.  Planning  and  Time  Management 
(2-day  program) 

5.  Stress  Management 
( 1  -day  program) 

6.  Improving  Communications  Skills 
(2-day  program) 

PROGRAM  OUTPUT    7/1/89  -  6/30/89 

Executive  programs 

Participants  in  1  seminar  13 

Scnior/M id-Management  programs 
Participants  in  6  seminars  80 


First  level  programs 
Participants  in  53  seminars 


764 


In  quarterly  registrations  for  all 
programs,  there  arc  many  more 
managers  than  wc  can  accommodate 
because  training  space  is  limited  to  one 


room.  We  continue  the  effort  to  obtain 
additional  appropriate  training  facilities 
in  order  to  accommodate  the  number  of 
managers  who  wish  to  participate  in  the 
programs. 

Performance 
Appraisal 

The  Management  Development  Unit  is 
responsible  for  the  Performance 
Appraisal  System  in  all  departments. 
Training  sessions  are  offered  on  a 
continuous  schedule  and  are  also 
conducted  in  departments  to  accommo- 
date large  numbers  of  participants. 

Periodic  audit  of  the  system  is  essential 
to  ensure  that  reports  are  generated  and 
returned  on  schedule  and  that  the 
content  of  reports  is  valid  and  reliable. 
The  audit  also  identifies  training  needs 
which  the  Unit  responds  to  as  quickly 
as  possible. 

PROGRAM  OUTPUT    7/1/88  -  6/30/89 
Performance  Appraisal  seminars 
Managers  trained  in  14  sessions:         198 


T\iition 
Reimbursement 

Civil  Service  Commission  Rule  28 
provides  for  tuition  reimbursement  for 
full-time,  permanent  employees  of  the 
City  and  County  of  San  Francisco  or 
the  School  District.  The  Management 
Development  Unit  administers  this 
program  for  the  Commission.  During 
the  year,  the  Unit  approved  over  500 
tuition  reimbursement  requests  itmiIi 
ing  in  a  total  reimbursement  of  over 
$55,000. 
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Equal  Employment  Opportunity  Unit 


The  Equal  Employment  Opportunity 
(EEO)  Unit  administers  affirmative 
action  programs  to  increase  the  repre- 
sentation of  women  and  minorities  in 
the  City  and  County's  workforce  to 
reflect  the  composition  of  the  San 
Francisco  available  labor  market.  In 
the  past  fiscal  year,  the  EEO  Unit 
continued  to  conduct  outreach  and 
recruitment  programs  for  women, 
minorities,  and  disabled  individuals, 
with  special  emphasis  to  increase  their 
representation  in  management  and 
other  non-traditional  positions.  The 
EEO  Unit  also  developed  and  con- 
ducted EEO  training  programs  and 
investigated  complaints  of  employment 
discrimination. 

Outreach  and  Recruitment 

The  EEO  Unit  conducted  affirmative 
action  outreach  activities  to  recruit 
minorities  and  women  for  35  Civil 
Service  examinations.  During  the  past 
year,  the  Unit's  recruitment  efforts 
were  concentrated  on  increasing  the 
representation  of  women  and  minorities 
in  both  blue  and  white  collar  jobs. 
Examinations  recruited  for  include: 
Gardener,  Truck  Driver,  Plumber, 
Firefighter,  Transit  Operator,  the 
Juvenile  Court  Counselor  series. 
Architect,  Accountant,  Social  Worker, 
Assistant  Personnel  Analyst  and 
Inspector  classes  (Housing,  Construc- 
tion, Building). 

As  a  result  of  a  consent  decree  signed 
by  the  City,  the  most  extensive  recruit- 
ment project  this  year  targeted  women 
and  minorities  for  the  position  of 
Firefighter.  EEO  Unit  staff  coordinated 
outreach  activities  directed  at  women, 
while  the  Fire  Department  coordinated 
efforts  to  recruit  minority  men. 
Recruitment  activities  included  press 
releases  that  targeted  each  group, 
community  meetings,  orientation 
workshops  about  fire  service  and  the 
examination  process,  individual 


counseling,  and  participation  at  job 
fairs  and  community  events.  These 
efforts  resulted  in  an  applicant  pool  for 
Firefighter  of  21%  Black,  26%  His- 
panic, 16%  Asian  and  Filipino,  and 
15%  Women. 

In  the  area  of  community  outreach, 
EEO  Unit  staff  attended  job  fairs  and 
participated  in  conferences  sponsored 
by  University  of  California,  Berkeley, 
San  Francisco  State  University,  San 
Jose  State  University,  Bay  Area  Urban 
League,  Society  of  Hispanic  Profes- 
sional Engineers,  Asian  Pacific 
Personnel  Association,  Peninsula 
Association  of  Black  Personnel  Admin- 
istrators, and  Personnel  Management 
Association  of  Aztlan. 

Employment  of  Disabled  Individuals 
(Rule  34  Program) 

The  Program  for  the  Exempt  Employ- 
ment of  Individuals  with  Severe 
Disabilities  was  implemented  in  Fiscal 
Year  1986-1987  pursuant  to  Civil 
Service  Commission  Rule  34.  Under 
this  Rule,  a  department  may  choose  to 
designate  an  entry-level  position  to  be 
filled  by  a  severely  disabled  person. 
The  individual  who  is  selected  for  the 
position  must  meet  the  minimum 
qualifications  for  the  position  but  is 
exempt  from  Civil  Service  testing. 
After  one  full  year  of  satisfactory  work 
performance,  the  appointee  is  advanced 
to  regular  permanent  Civil  Service 
status. 

The  Rule  34  Program  is  dependent  on  a 
close  working  relationship  with  both 
the  State  Department  of  Rehabilitation 
and  the  Veteran's  Administration  who 
certify  disabled  individuals  for  inclu- 
sion into  this  program.  Additionally, 
the  State  also  provides  important  assis- 
tance with  regard  to  the  provision  of 
reasonable  accommodation  and  techni- 
cal assistance  on  specific  disabilities. 
Applicants  for  Rule  34  position 


vacancies  arc  referred  by  over  70  com- 
munity-based agencies  who  deal 
exclusively  with  disabled  employment 
and  with  whom  close  contact  is  main- 
tained. 

In  May  of  1989,  City  departments  were 
contacted  to  encourage  further  designa- 
tions of  Rule  34  positions.  A  fact  sheet 
outlining  the  program's  success  and 
benefits  was  distributed  to  each 
department's  executive  officer,  person- 
nel officer,  and  affirmative  action 
officer. 

Despite  a  layoff  situation  in  the 
beginning  of  this  fiscal  year,  the  EEO 
Unit  processed  fifteen  new  departmen- 
tal requests  for  Rule  34  position 
designations,  and  seven  Rule  34 
employees  were  advanced  to  permanent 
Civil  Service  status.  Once  permanent 
Civil  Service  status  has  been  attained. 
Rule  34  employees  must  compete  in 
regular  Civil  Service  examinations  to 
be  promoted.  Several  Rule  34  employ- 
ees have  competed  in  examinations  and 
been  promoted  to  higher  classifications 
in  this  fiscal  year. 

Since  the  program's  inception,  the  EEO 
Unit  has  received  a  total  of  71  requests 
to  designate  positions  for  the  Rule  34 
program.  58  appointments  through  the 
Rule  34  program  have  been  made,  and 
30  disabled  employees  have  advanced 
to  permanent  Civil  Service  status. 

Women  in  Non-Traditional  Jobs 

The  objective  of  the  Women's  Employ- 
ment Program  is  to  increase  the 
representation  of  women  in  City  em- 
ployment in  classes  where  they  are 
traditionally  underreprescnted. 

The  Women's  Employment  Program 
appointment  monitoring  efforts  contin- 
ued successfully  this  past  year  with  ap- 
pointments of  women  to  classes  such 
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as:  Track  Maintenance  Worker, 
Institutional  Police  Officer,  General 
Laborer,  Sheelmetal  Worker,  Parking 
Meter  Repairer,  Water  Service  Inspec- 
tor, Carpenter,  Gardner,  Transit  Car 
Cleaner,  and  Fare  Collections  Receiver, 
among  others. 

The  Women's  Employment  Program 
addressed  the  need  for  training  by  con- 
ducting workshops  on  preventing 
sexual  harassment  in  various  depart- 
ments and  in  response  to  concerns 
raised  by  employees. 

The  Women's  Employment  Program 
continued  to  provide  counseling  and 
support  services  to  female  employees. 
This  entailed  providing  general 
information  regarding  City  services, 
Civil  Service  Rules,  clarifying  depart- 
mental policies  and  procedures,  and 
workplace  concerns  regarding  harass- 
ment on  the  job. 

A  quarterly  Women's  Employment 
Program  Newsletter  continues  to  be 
distributed  to  over  1,000  female 
employees.  The  Newsletter  contains 
information  regarding  upcoming 
examinations,  relevant  community 
events  and  resources,  and  articles  by 
various  employees.  The  Newsletter 
serves  as  a  resource  for  information  and 
as  a  link  to  lessen  the  isolation  that  is 
felt  by  many  female  employees. 

The  Women's  Employment  Program 
entered  into  a  joint  project  with  MUNI 
Media  Services  and  the  Municipal 
Cable  Advisory  Program  to  produce 
and  develop  a  video  titled  "Women  in 
the  Workplace",  which  features  women 
in  all  levels  of  the  City  workforce  and 
which  will  have  multi-purpose  uses  of 
training,  recruitment  and  orientation, 
and  public  relations.  The  video  is 
scheduled  to  premier  in  the  fall  of  1989. 

Discrimination  Complaints 

The  Equal  Employment  Opportunity 
Unit  administers  Civil  Service  Com- 
mission Rule  1 .03(F)  which  provides  a 
mechanism  for  the  internal  resolution 
of  discrimination  complaints  filed  by 


City  &  County  employees  and  appli- 
cants for  employment 

During  Fiscal  Year  1988-1989,  eighty 
discrimination  complaints  were  filed. 
Of  this,  twenty  three  were  filed  by  uni- 
formed employees  of  the  Fire  Depart- 
ment contesting  promotions  governed 
by  consent  decree. 

The  EEO  Unit  also  serves  as  the  central 
agency  for  the  receipt  and  transmission 
of  discrimination  complaints  filed  with 
the  U.S.  Equal  Employment  Opportu- 
nity Commission  and/or  the  California 
Department  of  Fair  Employment  & 
Housing.  During  the  fiscal  year,  101 
EEOC/DFEH  complaints  were  filed. 
Of  this  number  45  were  filed  by 
uniformed  employees  of  the  Fire  De- 
partment, contesting  promotions  and 
other  issues  governed  by  Consent 
Decree. 

The  EEO  Unit  also  provided  technical 
assistance  to  departments  on  the 
investigation  &  settlement  of  EEOC  & 
DFEH  charges. 

EEO  Training 

A  new  EEO  Training  Officer  was 
appointed  this  year  to  coordinate  the 
EEO  Unit's  staff  in  providing  training 
to  supervisors  and  managers  on  issues 
such  as  preventing  and  responding  to 
sexual  harassment,  investigating 
discrimination  complaints,  providing 
reasonable  accommodation,  managing 
a  culturally  diverse  workforce,  con- 
ducting effective  recruitment  and 
selection  activities,  managing  women 
in  non-traditional  jobs,  and  developing 
and  implementing  affirmative  action 
plans.  The  purpose  of  the  program  is  to 
improve  and  maintain  management's 
working  knowledge  of  EEO/AA  laws 
and  regulations,  promote  preventive 
management  skills,  and  encourage 
active  participation  in  a  discrimination- 
free  work  environment. 

During  Fiscal  Year  1988-89,  a  total  of 
103  supervisors  and  managers  attended 
training  workshops  on  "Preventing  and 
Responding  to  Sexual  Harassment  in 
the  Workplace".  Participating  depart- 
ments included  Assessor's,  Purchasing, 
Fine  Arts  Museums,  and  Recorder's. 


The  EEO  Unit  also  coordinated  two 
training  workshops  on  "AIDS  in  the 
Workplace"  for  Civil  Service  Commis- 
sion employees. 

Announcement  Reviews 

EEO  Unit  staff  reviewed  121  Civil 
Service  examination  announcements 
prepared  by  various  examination 
sections  prior  to  issuance  of  the  an- 
nouncements. The  announcements  and 
examination  plans  were  reviewed  for 
compliance  with  equal  employment 
opportunity  guidelines  to  ensure  against 
negative  impact  on  minority  and  female 
applicants.  Recruitment  plans  were 
prepared  for  classes  requiring  targeted 
recruitment  of  minorities  or  women. 

Oral  Authorizations 

The  Civil  Service  Commission's  EEO 
Unit  continues  to  receive  and  review 
requests  by  departments  to  make  tem- 
porary appointments  when  there  is  no 
available  eligible  list.  Each  request  is 
monitored  for  an  approved  requisition, 
availability  of  candidates  from  eligible 
lists  or  examination  pools,  qualifica- 
tions, employment  restrictions  on  the 
candidate,  and  most  importantly,  for  af- 
firmative action  compliance. 

In  Fiscal  Year  1988-89, 2901  authori- 
zations for  provisional  employments 
were  approved.  Of  these  appointments, 
53%  were  women  and  61%  were 
minority. 

EEO  Reports 

The  EEO  Unit  continues  to  coordinate 
workforce  composition  data  and  EEO 
reports  lor  state  and  federal  reporting, 
affirmative  action  plans,  recruitment 
targeting,  and  numerous  other  uses.  In 
addition  to  annual  reports  on  Civil 
Service  employments  by  class,  status, 
race,  sex,  department,  and  occupation 
the  data  was  also  used  to  implement  the 
City's  pay  equity  program.  Special 
reports  were  also  prepared  at  the 
requests  of  members  of  the  Board  of 
Supervisors,  Mayor's  Office,  City 
Attorney's  Office,  and  regulatory 
agencies. 
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Bilingual  Programs 

The  EEO  Unit  reviewed  186  requests 
from  departments  to  add  language 
requirements  to  specific  requisitions. 
Forty -three  language  proficiency 
examinations  were  administered  to 
individuals  selected  for  bilingual 
positions  (30  Spanish,  5  Cantonese,  4 
Russian,  3  Vietnamese,  1  Mandarin). 


APPOINTMENTS  BY  STATUS,  RACE 
July  1, 1988  -  June  30, 1989 


Race/Ethnicity 


Certified 
Permanent 


Certified 
Temporary 


Limited 
Tenure 


Non-Civil 
Service 


Total 


White 
Black 
Hispanic 
Asian 
Filipino 
Amer.  Indian 
Total 


1212 
39.3% 

78 

273% 

533 
17.3% 

62 
21.7% 

330 

10.7% 

32 
11.2% 

558 
18.1% 

449 
14.6% 

-j 

0.1% 

3085 
100.0% 


76 
26.6% 


208 
45.4% 

64 
14.0% 

66 

14.4% 

65 
14.2% 


1110 

383% 

591 

20.4% 


395 
13.6% 

474 
16.3% 

i^i 

2608 
38.8% 

1250 
18.6% 

823 

12.2% 

1173 
17.4% 


38 
13.3% 

0 

55 
12.0% 

0 

321 
11.1% 

10 

863 
12.8% 

13 

0.0% 

0.0% 

03% 

0.2% 

286 
100.0% 

458 
100.0% 

2901 
100.0% 

6730 
100.0% 
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Certification  Unit 


The  Certification  Unit  maintains  and 
canvasses  Civil  Service  registers  of  eli- 
gibles  (eligible  lists).  When  a  person- 
nel requisition  is  received  in  the  Certifi- 
cation Unit,  the  eligible  list  for  the  class 
requested  is  canvassed  and  the  name  or 
names  of  the  eligibles  under  the  Rule  of 
Three  or  by  selective  certification  are 
sent  or  "certified"  to  the  appointing 
officer  for  consideration  to  fill  the 
vacancy.  When  an  eligible  is  ap- 
pointed, the  Certification  Unit  validates 
the  appointment. 

Comparing  the  key  activity  measure- 
ments of  the  Certification  Unit  from 
Fiscal  Year  1988/89  to  1989/90  reveals 
a  29%  increase  in  eligibles  certified, 
31.2%  increase  in  appointments  vali- 
dated and  .3%  decrease  in  separations 
recorded. 


CERTIFICATION  PROGRAM 
OUTPUTS 

FISCAL  YEAR  1988-89 

Eligibles  Certified  9,988 

Appointments  Validated  6,585 

Separations  Recorded  5,947 

Number  of  New  Lists  305 

Number  of  Eligibles  on  New  Lists  7,05 1 

Number  of  All  Active  Lists  849 

Number  of  Eligibles  on  All  Lists  19,234 


Administrative  Services  Unit 


In-Service  Activities  Section 

The  In-Service  Activities  Section 
provides  information  and  administra- 
tive application  of  Civil  Service  Com- 
mission Rules,  policies  and  procedures, 
civil  service  provisions  of  the  Charter, 
and  other  personnel -related  regulations 
to  City  departments,  employees  and  the 
general  public.  This  section  reviews 
and  approves  or  recommends  to  the 
Civil  Service  Commission  on  a  wide 
variety  of  personnel  matters,  including 
leaves  of  absence,  reductions  in  force 
and  other  issues  which  clearly  do  not 
fall  within  the  jurisdiction  of  other 
Civil  Service  offices.  In  addition,  this 


section  develops  and  revises  personnel 
practices,  policies,  rules,  forms,  and 
procedures.  Unit  staff  represents  the 
Civil  Service  Commission  in  meet  and 
confer  negotiations  with  employee 
organizations. 

Another  function  of  this  section  is  the 
preparation  of  staff  reports  on  behalf  of 
City  departments  to  the  Civil  Service 
Commission.  Topics  of  staff  reports 
include  limited  tenure  appointments, 
extension  of  holdover  rights,  status 


grants,  near  list  appointments,  non-civil 
service  (provisional)  separations, 
medical,  criminal,  and/or  background 
rejections. 

Review  of  Limited  Tenure 
Appointments 

All  requests  to  transition  non-civil 
service  employees  to  limited  tenure 
status  arc  reviewed  in  the  Assistant 
Secretary's  Office.  Once  a  request  for 
limited  tenure  appointment  is  received, 
it  is  reviewed  to  determine  if  an  cv.imi 
nation  is  needed;  if  there  is  an  examina- 
tion in  progress;  it  then  is  in  eligible 
list  available;  Ol  if  there  arc  special 
i  i>rnliiions  attached  to  the  position  for 
which  the  eligible  list  is  exhausted 
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If  ihcrc  is  need  for  an  examination,  the 
Examination  Division  is  nolificd.  If 
there  is  a  current  eligible  list,  the 
Certification  Division  is  notified  to 
canvass  the  list  and  certify  candidates. 

In  Fiscal  Year  1988-89, 457  limited 
tenure  appointments  were  approved  and 
validated. 

Personnel  Policies  and  Procedures 
Manual 

The  In-Service  Activities  Section  also 
coordinates  and  prepares  the  PERSON- 
NEL POLICIES  AND  PROCEDURES 
MANUAL.  The  PERSONNEL 
POLICIES  AND  PROCEDURES 
MANUAL  is  a  "cook  book"  for 
departments  containing  citywide 
policies  related  to  personnel  matters 
and  instructions  for  completing  a 
variety  of  personnel  transactions  of  the 
City  and  County  of  San  Francisco. 

Five  sections  of  the  PERSONNEL 
POLICIES  AND  PROCEDURES 
MANUAL  were  either  newly  issued  or 
revised  and  distributed  citywide  to  all 
holders  of  the  PERSONNEL  POLI- 
CIES AND  PROCEDURES  MAN- 
UAL: 

Subject  6  -  Examinations 
New 

Subject  7  -  Personnel  Requisitions 
Revised 


Subject  12  -  Performance  Evaluation 
New 


Subject  13, 

Section  8    -  Unemployment 

Compensation 

New 


Subject  15 


Layoff 
New 


Employee  Handbook 

The  EMPLOYEE  HANDBOOK  was 
first  published  by  the  Civil  Service 
Commission  in  1972  to  provide  City 
employees  with  basic  information  con- 
cerning personnel  policies,  rules  and 


procedures  related  to  employment  with 
the  City  and  County  of  San  Francisco. 
The  EMPLOYEE  HANDBOOK  has 
since  been  revised  annually  to  incorpo- 
rate any  changes  which  may  have 
occurred  during  the  year.  In  Fiscal 
Year  1988-89,  the  Commission 
distributed  over  1 ,000  copies  of  the 
EMPLOYEE  HANDBOOK  to  various 
city  departments  for  distribution  to  both 
new  and  current  employees. 

Personnel  Department  Manual 

The  PERSONNEL  DEPARTMENT 
MANUAL  was  published  in  1985  and 
contains  information  concerning  this 
department's  policies,  rules  and 
regulations.  Each  member  of  the  Civil 
Service  Commission  staff  has  a  copy  of 
the  MANUAL. 

In  Fiscal  Year  1988-89,  thirteen 
subjects  were  either  newly  written  or 
revised.  The  new  sections  included  the 
policy  "Prohibiting  Discrimination  on 
the  basis  of  AIDS,  ARC,  HIV,  or  Any 
Medical  Signs  or  Symptoms  Related 
Thereto;"  and  "Smoking  in  Public  Ar- 
eas." 

The  revised  sections  covered  State 
Disability  Insurance,  mailing  proce- 
dures, reimbursement  for  expenses, 
personnel  files,  use  of  agency  vehicles, 
security  of  the  Personnel  Department 
Offices,  provision  of  service  by  the 
Certification  Unit,  and  restriction  on 
commitment  or  obligation  of  funds. 

Personnel  Requisitions  With  Special 
Conditions 

The  Administrative  Services  Unit  is 
responsible  for  processing  all  new 
Personnel  Requisitions  with  special 
qualifications,  skills  or  conditions. 
Each  request  for  a  special  condition  is 
reviewed  by  staff  of  the  Classification 
Unit,  or  if  the  special  qualification  is  a 
language  or  a  position  related  to  the 
hiring  of  the  severely  disabled,  by  the 
Equal  Employment  Opportunity  Unit. 
A  list  of  staff-recommended  special 
conditions  is  prepared  for  review  by  the 
Civil  Service  Commission.  The  Com- 
mission acts  on  additions  to  the  list  at 


each  meeting  and  may  authorize  an 
exception  to  the  order  of  layoff  if  one 
of  the  positions  is  subject  to  displace- 
ment. 

Seniority  Rosters 

During  this  fiscal  year,  a  maintenance 
program  for  Seniority  Rosters  was 
instituted.  In  cooperation  with  the 
Civil  Service  Commission  Manage- 
ment Information  Services  Section, 
each  department  receives  an  updated 
seniority  roster  on  a  monthly  basis.  In 
addition,  a  quarterly  report  of  Personnel 
Requisitions  with  special  conditions 
approved  by  the  Commission  is  sent  to 
each  department.  Review  of  these 
documents  and  timely  requests  for 
changes  and  corrections  insures  that 
accurate  information  is  always  avail- 
able. 

During  this  fiscal  year,  sixteen  employ- 
ees in  seven  departments  were  sepa- 
rated from  their  positions  as  a  result  of 
reorganization  or  restructuring  in  those 
departments.  Each  of  these  employees 
received  a  new  appointment  in  a 
different  department  and  none  suffered 
a  break  in  service. 

Disability  Transfer  Program 

The  Charter-authorized  Disability 
Transfer  Program  was  assigned  to  the 
Administrative  Services  Unit  during  the 
second  half  of  the  fiscal  year.  Six 
placements  were  made: 

2-9163  Transit  Operator  to 
2-9102  Transit  Car  Cleaner 

1-9163  Transit  Operator  to 

1-1840  Senior  Management  Assistant 

1-9163  Transit  Operator  to 
1  -75 14  General  Laborer 

1-7313  Automotive  Machinist  to 
1-7381  Automotive  Mechanic 

1-7347  Plumber  to 

1-1404  Clerk  (Temporary  Assignment) 

In  addition,  procedures  which  will 
facilitate  additional  disability  transfers 
were  developed  and  implemented. 
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These  include  an  in-house  method  of 
identifying  appropriate  vacancies  as 
soon  as  they  become  available; 
coordination  with  rehabilitation  spe- 
cialists at  the  Retirement  System  to 
assure  training  for  positions  which 
meet  the  Charter  specifications;  and 
regularly  scheduled  meetings  with 
MUNI  personnel  representatives  to  find 
transfer  assignments  for  Transit 
Operators  who  no  longer  can  drive 
MUNI  vehicles. 

Management  Information 
Services  Section 

The  Civil  Service  Commission  operates 
information  systems  in  a  distributed 
environment  of  mini  and  micro  com- 
puters with  wider  network  access  to  a 
limited  number  of  other  departments. 
The  Management  Information  Services 
section  is  responsible  for  application 
development,  information  center 
services  and  operations.  Every  unit  in 
the  department  participates  in  a  least 
one  of  the  major  applications  devel- 
oped by  Management  Information 
Services  section. 

Pay  Equity 

During  those  years  in  which  the  City 
negotiates  pay  equity  agreements  with 
its  employee  orgnaizations,  significant 
Management  Information  Services  re- 
sources are  dedicated  to  the  Salary  and 
Labor  Relations  Unit  to  assist  in  the 
preparation  of  ad  hoc  analyses  and 
finally  in  developing  a  methodology  for 
computing  both  standardization  and  the 
non-salary  benefits  negotiated. 

Position  Control 

First  implemented  in  Fiscal  Year  1988- 
89,  a  major  revision  of  this  application 
was  developed  and  implemented  in 
cooperation  with  the  Controller's  office 
to  provide  departmental  users  with 
more  detailed  information  on  positions 
utilized. 


Seniority  Rosters 

Building  on  projects  undertaken,  a 
regular  program  for  the  maintenance 
and  distribution  of  seniority  rosters  to 
operating  departments  was  imple- 
mented in  Fiscal  Year  1988-89. 

Facilities 

As  a  result  of  reductions  in  the  depart- 
mental budget  for  Fiscal  Year  1988-89, 
operadons  were  consolidated  into  two 
facilities.  Major  modifications  to  the 
department's  configuration  of  proces- 
sors, physical  plant  and  network  were 
required  to  support  this  change. 

The  decentralized  testing  units  of  the 
Department  of  Public  Health  and  the 
Public  Utilities  Commission  were 
added  to  the  Commission's  data  proc- 
essing network.  Plans  for  1989-90 
include  expanding  the  network  to  the 
Department  of  Social  Services  and 
extending  to  network  users  the  func- 
tionality of  the  Commission's  Appli- 
cant Tracking  System. 

The  installed  inventory  of  significant 
data  proccessing  applications  include: 

Affirmative  Action  Planning 

Applicant  Tracking 

Appointment  Processing 

Annual  Salary  Ordinance 

Certification  Tracking 


Commission  Actions  Restricting  Future 
Employment 

Eligible  Inventory 

Examination  Status 

Pay  Equity  Analysis 

Payroll  Exception  Auditing 

Position  Control 

Requisition  Inventory 

Salary  Standardization  Ordinance 

Salary  Survey 

Mail  and 
Reproduction  Services 

The  Mail  and  Reproduction  Unit  is  an 
in-plant  printing  and  distribution  center 
for  the  Civil  Service  Commission.  The 
functions  of  this  unit  are  as  follows: 

1.  Prints  forms,  examinations, 
reports,  training  materials  and  em- 
ployment information,  etc. 

2.  Disseminates  official  Civil 
Service  Commission  policy  docu- 
ments, business  materials,  and  em- 
ployment information  to  City 
departments,  examination  candidates, 
employees,  employee  organizations, 
public  and  governmental  agencies. 

3.  Picks  up  intcr-dcpartment  business 
materials,  and  sorts  and  delivers  to 
proper  destinations.  These  destina- 
tions include:  Civil  Service  Com- 
mission Units,  Civil  Service  Com- 
missioners and  City  Departments. 

4.  Processes  and  distributes  incoming 
mail. 

5.  Picks  up,  sorts  and  expedites 
outgoing  mail. 
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REPRODUCTION  - 
1987-1988  FISCAL  YEAR 


UNITS 

NO.  OF  PRINTING         PERCENT 
IMPRESSIONS               OF  WORK 

Administration 
Certification 

439,575 
75,750 

19.689 
3.394 

Classification 

9,160 

.410 

EEO 

105,130 

4.710 

Salary 

125,275 

5.611 

Timeroll  Audit 

Training 

94,490 

4.232 

Management 
Information  Service 

76,260 

3.415 

Subtotal 


949,640 


42.536 


EXAMINATION  UNITS 

Civil  Service  Commission 
Airport  (decentralized) 
DPH     (decentralized) 
DSS     (decentralized) 
Subtotal: 
GRAND  TOTAL: 


1,079.946 

27.250 

164,275 

11,400 


1,282,871 


2,232,511 


48.374 

1.220 

7.359 

.511 


57.464 


100.00 


MAIL  DISTRIBUTION 
1988-1989  FISCAL  YEAR 


U.S.  MAIL 

Incoming 

Outgoing 

Inter-Departmental 
Mail  (CSC  -  City 
Departments) 


NO.  OF  PIECES 

23,358 

37.986 
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Airports  Commission  Decentralized 
Personnel  Unit 


The  Airports  Commission  Decentral- 
ized Personnel  Unit,  with  a  current  staff 
of  two,  is  responsible  for  administering 
Airport  personnel  programs  in  the 
classification  of  positions;  recruitment; 
examination  development  and  admini- 
stration; and  assisting  management  in 
organization  development  through  job 
structuring  and  analysis.  All  classifica- 
tion and  examination  activities  are 
subject  to  the  review  and  approval  of 
Civil  Service  Commission  management 
staff. 

In  addition  to  these  functions,  Unit  staff 
also  participate  in  labor  negotiations; 
coordinate  personal  service  contract 
review;  conduct  salary  surveys;  prepare 
requests  for  supplemental  appropria- 
tions; develop  and  maintain  Airport 


organizational  chart  books;  research 
and  prepare  reports  and  recommenda- 
tions on  a  variety  of  personnel  matters; 
notify  Airport  employees  of  promo- 
tional/lateral opportunities;  and  conduct 
special  projects. 

A  major  focus  of  the  Unit  has  become 
recruitment.  Staff  serve  in  an  advisory 
capacity  on  several  skills  training 
center  boards,  attend  job  fairs  and 
continuously  recruit  for  Airport 
openings  so  that  few  vacancies  occur 
and  work  flow  can  continue. 

During  the  Fiscal  Year  1988-89,  in  an 
effort  to  more  effectively  target 
recruitment,  the  Unit  started  admini- 
stration of  clerical  examinations  for 
Airport  vacancies.  In  addition  to  two 
of  these  examinations,  four  other 
examinations  were  administered.  A 
variety  of  budgeted  positions  were 
classified  and  one  major  study 
conducted. 


Continuing  goals  of  the  Airports 
Commission  Decentralized  Unit, 
through  its  programs,  are  to  stabilize 
the  workforce  by  facilitating  the  hiring 
of  qualified  personnel  on  a  permanent 
basis  and  to  continue  efforts  to  effec- 
tively recruit  qualified  minorities  and 
women,  especially  at  the  professional 
level. 

The  hiring  of  employees  who  have  the 
skills  and  abilities  to  perform  their  jobs 
well  has  increased  and  will  increase 
efficiency,  safety,  cleanliness,  and 
convenience  for  the  traveling  public  at 
San  Francisco  International  Airport. 
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Public  Health  Decentralized  Civil 
Service  Unit 


The  Department  of  Public  Health 
Decentralized  Civil  Service  Unit  is 
responsible  for  administering  the 
examination,  recruitment,  and  classifi- 
cation programs  for  the  Department  of 
Public  Health. 

The  Examination 
and  Recruitment 
Program 

The  Unit  implements  the  examination 
plan  for  approximately  5,600  positions 
within  a  variety  of  classifications 
ranging  from  administrators  and 
professionals  to  technicians  and  para- 
professionals.  Examination  analysts 
conduct  job  analyses,  develop  mini- 
mum requirements,  examination  plans, 
written  and/or  oral  questions,  issue 
announcements,  screen  applications, 
administer  written  and  performance 
tests,  convene  oral  examinations,  score 
tests,  collate  results,  answer  protests, 
and  post  eligible  lists. 

Many  entrance  level  professional  and 
technical  classifications  have  a  high 
volume  turnover,  and/or  have  legal  re- 
quirements such  as  certificates  or 
licenses  that  are  imposed  by  State  and/ 
or  Federal  regulatory  agencies;  other 
classifications  have  specialties  with 
specific  requirements,  or  require  bilin- 
gual skills  in  order  to  provide  services 
to  clients  who  are  monolingual  in  a 
foreign  language.  All  these  factors 
make  examination  development, 
recruitment  and  testing  very  challeng- 
ing. Class  2320  Registered  Nurse,  for 
example,  meets  all  the  above  criteria 
and  requires  innovative  handling.  The 
examination  for  this  classification  is 


open  on  a  continuous  basis  for  approxi- 
mately 15  specialties,  and  is  admini- 
stered more  frequently  than  that  of  any 
other  classification. 

The  Unit  also  manages  the  advertising 
and  recruitment  budget  for  the  Depart- 
ment and  is  responsible  for  the  devel- 
opment, review  and  placement  of  ads  in 
professional  journals,  newsletters, 
newspapers  and  other  print  media,  as 
well  as  approving  payments  and 
monitoring  advertising  budget  expendi- 
tures, which  were  in  excess  of  $66,000 
for  Fiscal  Year  1988-89. 

Exam  Priorities  and 
Goals 

The  examination  program  is  developed 
after  consultation  with  Department  of 
Public  Health  personnel  officers,  a 
review  and  analysis  of  current  and 
anticipated  vacancies,  affirmative 
action  goals,  departmental  requests  and 
needs,  and  Memoranda  of  Understand- 
ing between  the  Department/City  and 
the  Unions.  However,  examination 
priorities  are  subject  to  change  to 
reflect  organizational  changes,  new 
program  requirements  and  emphasis, 
and  program  needs  required  by  the 
Civil  Service  Commission  Personnel 
Department. 


An  underlying  goal  of  the  division  is  to 
facilitate  more  and  more  permanent 
hires,  as  well  as  further  the 
department's  affirmative  action 
achievement. 

EXAM  PROGRAM  OUTPUT: 
FISCAL  YEAR  (7/1/88  -  6/31/89) 

1.  Examination  announcement,*  issued     49 

2.  Applications  received  2308 
and  screened 

3.  Number  of  exams  administered  1 1 8 

4.  Number  of  participants  1,192 

5.  Number  of  eligible  lists  118 

6.  Number  of  eligibles  on  lists  997 

DPH  -Decentralized  CSC  Unit 
Classification  Program 

The  Department  of  Public  Health 
Decentralized  Civil  Service  Commis- 
sion Unit  is  responsible  for  the  admini- 
stration of  the  Department's  classifica- 
tion plan.  The  Classification  Unit 
coordinates  and  conducts  classification 
and  salary  studies  for  approximately 
5,500  permanent,  150  grant  funded 
positions  within  the  four  divisions  of 
the  Department  of  Public  Health 
Administration:  San  Francisco  General 
Hospital,  Laguna  Honda  Hospital, 
Public  Health  Programs  and  Mental 
Health  Programs.  The  work  involves 
classification  of  new  positions,  reclassi- 
fication of  existing  positions,  recom- 
mendations on  organizational  staffing 
patterns  and  wage  and  salary  level, 
based  on  internal  and  external  evalu- 
ation and  survey  research,  and  problem 
resolution  commonly  achieved  through 
position  audits,  analyses  of  pertinent 
legislation  and  studies  of  industry 
standards. 
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CLASSIFICATION  PROGRAM 

OUTPUT: 

FISCAL  YEAR  (7/1/88-6/30/89) 

A.  Positions  classifiedAeallocated/reclassified 

(approved  by  CSC)  283 

Recommendations  submitted  to  Department/CSC 
(includes  grant-funded  positions  and  temporary 
requisitions  released)  96 

Total:  379 

B.  New  classes  established,  consolidated  or  abolished  19* 
Additional  reports/recommendations  submitted  to 
Department/CS  1 


Total:  20 

C.  Class  specifications  formally  amended  1 

Specification  amendment  recommendations  under 

review  by  CSC  6 

Total:  7 

D.  Special  reports  submitted  to  CSC  (includes  temp/ 

exempt  appointments,  Staff  Assistant,  etc.)  9 

E.  Total  new/substitute  positions  budgeted  for  FY  1988-89  236 

1988-89  positions  classified/recommendations  submitted  221 

Percentage  of  1988-89  positions  classified  and 

recommendations  submitted  93.6% 

F.  FY  89/90  position  budget  requests  reviewed  and 
recommendations  submitted  to  Dcpartmcnt/CSC  68 

*Tkis  figure  includes  thirteen  (13)  new  classifications  established,  and  six 
(6)  classes  abolished. 
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New  Classifications 

Thirteen  new  classifications  were 
created  during  Fiscal  Year  1988-89  to 
reflect  trends  within  the  field  of  health 
care,  these  include  Rehabilitation 
Coordinator,  Director  of  Volunteer 
Services,  Director  of  Activity  Therapy, 
Deputy  Director  for  Business  and  Op- 
erations, Conservatorhip/Case  Manage- 
ment Supervisor,  a  three-level  series  of 
Epidemiologist  classes,  and  a  five-level 
series  of  Radiologic  Technologists. 

Major  Cassification  Studies 

Radiologic  Technologist  Series 

Review  of  the  organizational  structure 
and  functions  within  radiology  units  of 
the  department  resulted  in  major 
classification  and  selection  changes. 
Sepcifically,  abolishment  of  archaic 
classes  and  creation  of  a  new  series  of 
classes,  as  well  as  recommendations  for 
a  flexible  staffing  plan  within  the  entry 
and  journey  levels  are  anticipated  to 
increase  the  department's  ability  to 
recruit  and  retain  qualified  radiologic 
technologists. 


Epidemiologist  Series 

The  proliferation  of  research  activities 
within  the  department,  particularly  in 
response  to  the  AIDS  epidemic, 
resulted  in  the  creation  of  a  three-level 
series  of  professional  classes  to  reflect 
the  epidemiological  nature  of  these 
jobs. 

NURSING  NEGOTIATIONS 

Staff  conducted  numerous  surveys, 
research,  and  analytic  studies  to  support 
departmental  recommendations  for  new 
labor  contracts. 
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Public  Utilities  Commission 
Decentralized  Examination  Unit 


The  Public  Utilities  Commission  (PUC) 
Examination  Unit  is  responsible  for 
administering  the  recruitment  and  ex- 
amination program  for  all  positions 
which  are  primarily  utilized  by  PUC. 
This  includes  positions  at  MUNI 
Railway,  Water  Department,  Hetch 
Hetchy  and  the  PUC  Bureaus.  This 
program  is  administered  under  the 
auspices  of  the  Civil  Service  Commis- 
sion. 

Currently,  the  Unit  consists  of  three 
analysts  and  is  responsible  for  a  variety 
of  classifications  ranging  from  adminis- 
trators and  professionals  to  craft  and 
platform.  This  unit  is  responsible  for 
the  preparation  of  announcements, 
development  and  administration  of 
examinations,  screening  of  applications 
and  posting  of  eligible  lists. 


During  Fiscal  year  1988-1989,  twelve 
eligible  lists  were  posted.  This 
included  the  list  from  the  final  exam  in 
the  series  from  the  recruitment  of 
November  1986  for  Transit  Operators. 
Therefore,  another  major  recruitment 
was  undertaken  in  May  1988  and 
approximately  2,500  applications  were 
distributed  for  part-time  Transit 
Operators. 


Examinations  for  the  Water  Depart- 
ment included  Division  Manager, 
Suburban  Operations,  City  Distribution 
Division,  Assistant  Manager  and  Meter 
Reader.  Hetch  Hetchy's  maintenance 
division  benefited  from  an  examination 
for  a  newly  classified  position,  Mainte- 
nance Engineering  Manager.  The 
Claims  Bureau  was  also  able  to  fill  key 
positions  from  eligible  lists  for  Claims 
Investigator  and  Claims  Adjuster. 

One  of  the  major  goals  of  the  PUC 
Decentralized  Unit  is  to  provide  a  per- 
manent work  force  so  that  all  Depart- 
ments in  the  PUC  will  have  personnel 
with  the  skills  and  abilities  necessary  to 
perform  their  jobs  in  order  to  provide 
better  service  to  the  public. 
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City  and  County  of  San  Francisco  Civil  Service  Commission 


September  28,  1990 


The  Honorable  Art  Agnos 
Mayor  of  the  City  and  County 

of  San  Francisco 
Room  200  City  Hall 
San  Francisco,  California  94102 


Dear  Mayor  Agnos: 


On  behalf  of  the  members  of  the  Civil  Service  Commission  and  its  staff,  I  am  submitting  the 
Annual  Report  of  the  Civil  Service  Commission  for  the  Fiscal  Year  ending  June  30,  1990. 

Due  to  the  severe  budgetary  restrictions  under  which  we  have  worked  in  recent  years,  the 
Commission  has  lacked  the  resources  to  overcome  the  problems  of  substantial  backlogs  in 
classification  and  examination  work.  These  backlogs  have  an  adverse  impact  on  the  costs 
and  efficiency  of  nearly  all  city  departments.  For  your  convenience,  I  have  discussed  these 
problems  further,  and  have  also  highlighted  accomplishments  of  your  Commission,  which 
are  discussed  in  more  detail  in  this  Annual  Report. 

I.  CLASSIFICATION  OF  POSITIONS 

The  City's  current  classification  plan  is  over  30  years  old.  This  old  structure  still 
drives  the  City's  present  salary  costs  and  is  not  designed  to  reflect  the  City's  current 
needs  and  operations.  The  outmoded  classification  structure  also  drives  the 
workload  for  civil  service  examinations,  which  is  growing  and  quite  costly. 

The  Commission,  for  several  years,  has  been  requesting  funds  for  a  new 
classification  study.  We  expect  such  a  study  to  create  an  equitable,  modem  system 
for  managing  classifications  on  a  ongoing  basis,  and  in  the  process,  to  both  update 
the  City's  classifications  and  to  reduce  the  number  of  them. 

Cost  savings  are  expected  when  the  new  classifications  reflect  the  City's  actual 
staffing  needs  and  operations.  Savings  are  expected  in  the  annual  costs  of 
examinations  as  the  number  of  classifications  are  reduced.  Further  savings  and 
operating  efficiencies  are  also  expected  in  City  departments.  We  requested  $500,000 
for  the  initial  phase  of  such  a  classification  study.  Unfortunately,  the  budget 
eliminated  the  additional  classification  personnel  on  which  the  cost  for  the 
classification  study  was  based.  To  help  the  Civil  Service  Commission  recruit  an 
excellent  consulting  firm  to  manage  the  classification  study,  we  would  appreciate 
having  your  office  and  the  Board  of  Supervisors  indicate  agreement,  in  principle,  to 
fund  this  multi-year  classification  study. 

The  Classification  Unit  is  commencing  the  planning  phase  of  this  multi-phase  study, 
and  is  working  with  the  Social  Services  and  Controller's  Departments,  where 
classification  projects  are  now  underway.  However,  until  at  least  4  of  the  requested 
8  new  classification  positions  are  approved,  the  work  of  the  outside  consultants  in 
the  classification  study  cannot  be  done  efficiently  or  for  the  budget  amount  approved. 
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The  outside  consultants  will  develop  the  overall  structure  needed  for  a  modem 
classification  system,  but  lower-cost  classification  unit  employees  are  needed  to 
work  alongside  the  consultants  to  collect  detailed  data  on  the  work  actually 
performed  by  the  incumbents  in  the  thousands  of  positions  covered  by  the 
classification  study.  Also,  in  this  way,  our  employees  will  develop  the  knowledge 
needed  in  the  future  to  maintain  the  new  system. 

The  Classification  Unit  recommended,  and  the  Civil  Service  Commission 
established,  41  new  classifications  in  Fiscal  Year  1989-90.  Since  these 
classifications  will  require  exams,  this  will  lead  to  a  corresponding  increase  in  the 
workload  of  the  Examination  Unit. 

With  the  passage  of  Proposition  D  in  November  1988,  a  Parking  and  Traffic 
Commission  was  created.  This  unit  was  formed  to  consolidate  parking  and 
traffic-related  functions  and  personnel  from  twelve  existing  City  and  County 
departments  into  a  new  department  under  th  direction  of  a  five-member 
Commission.  With  the  adoption  of  the  budget  for  Fiscal  Year  1989-90  by  the  Board 
of  Supervisors,  a  new  classification,  Director  -  Parking  and  Traffic  Commission,  was 
established  and  the  transfer  of  functions  and  employees  to  the  new  department  began 
during  the  year. 

II.         EXAMINATIONS 

The  Examination  Unit  has  further  increased  its  productivity  this  year,  through 
streamlining  its  organization,  and  through  using  new  methods  and  new  technology 
aided  by  computers.  The  Unit  increased  the  number  of  eligible  lists  by  17%  and 
increased  the  number  of  eligibles  on  these  lists  by  59%.  Eligible  lists  were  adopted 
for:  accountants;  engineers;  transit  personnel;  planners;  clerical  support;  data 
processing  programmers  and  systems  analysts;  health,  cultural,  crafts  and  firefighters 
classifications.  Overall,  productivity  per  full-time  equivalent  (FTE)  member  of  the 
Examination  Unit  rose  from  5.4  exams  per  FTE  last  year  to  7.5  per  FTE  in  the 
current  Fiscal  Year. 

Notable  as  these  accomplishments  are,  there  is  a  large  and  growing  backlog  of  unmet 
departmental  requests  for  examinations,  which  has  occurred  because  the  Unit's 
staffing  was  at  only  75%  of  the  budgeted  level.  The  reduced  staffing  in  the  current 
fiscal  year  reflected  the  additional,  de  facto  budget  cuts  resulting  from  salary  saving 
requirements,  as  well  as  the  impact  of  promotions  and  staff  departures. 

In  response  to  the  Finance  Committee's  concerns  about  the  impact  of  the 
classification  and  examination  backlogs  on  the  operation  of  other  City  departments, 
the  Civil  Service  Commission  developed  a  multi-phase  Management  Action  Plan.  It 
aimed  to  eliminate  the  backlog  of  90  examinations  which  existed  at  the  end  of  Fiscal 
Year  1989-90.  This  Plan,  which  also  planned  for  examinations  for  new  or  revised 
classifications  from  the  Classification  study,  was  presented  to  the  Board  of 
Supervisors  several  months  ago  and  received  their  approval,  in  principle. 

In  developing  this  plan,  the  Examination  Unit  conducted  a  citywide  needs  survey 
and  analysis,  involving  all  of  the  operating  departments,  to  determine  the  number 
and  types  of  job  classifications  for  which  exams  would  be  needed  during  Fiscal  Year 
1990-91.  From  this  work,  the  Examination  Unit  developed  a  citywide  priority 
schedule  for  exams  to  guide  the  exam  programs  from  Fiscal  Year  1990  through 
Fiscal  Year  1998. 
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The  priority  schedule  was  also  based  on  the  timing  planned  for  the  classification 
study.  As  part  of  this  Plan,  staff  increases  in  the  Classification  Unit  were  proposed 
to  assist  the  outside  consultants  working  on  the  Classification  Plan.  Recently,  the 
funding  for  Phase  One  of  the  Classification  Study  was  sharply  reduced  and 
necessary  classification  personnel  were  not  approved  in  the  budget  for  Fiscal  Year 
1(K)0-91.  Unfortunately,  the  reduction  in  the  requested  amount  of  funding  will 
perpetuate  the  present  problems  and  costs  which  result  from  having  a  30  year  old 
classification  system,  too  many  classifications,  and  an  ever-increasing  exam 
workload. 

A  renewed  commitment  to  funding  for  an  agreed  multi-phase  Management  Action 
Plan  is  needed  from  the  Board  of  Supervisors  to  put  in  place  the  basic  building 
blocks  required  for  a  modern,  and  more  cost-effective  personnel  management  system 
in  San  Francisco.  If,  each  year,  we  put  off  investing  in  tools  needed  to  control  costs 
and  increase  productivity  because  there  is  a  crisis,  we  will  never  have  the  tools 
needed  to  manage  our  way  out  of  the  crisis  mode. 

m.        EQUAL  EMPLOYMENT  OPPORTUNITY  UNIT 

The  Equal  Employment  Opportunity  Unit  has  continued  to  conduct  affirmative 
action  outreach  activities  to  recruit  women,  minorities  and  disabled  individuals  in 
management  and  non-traditional  positions.  This  fiscal  year  the  EEO  Unit  conducted 
affirmative  action  outreach  for  32  civil  service  examinations.  The  recruitment 
efforts  were  largely  concentrated  on  increasing  the  representation  of  minorities  in 
entry  and  journey-level  professional  positions. 

The  Program  for  the  Exempt  Employment  of  Individuals  with  Severe  Disabilities 
pursuant  to  Civil  Service  Commission  Rule  34  was  extremely  successful  this  fiscal 
year.  Twenty-four  (24)  individuals  gained  employment  via  the  Rule  34  Program  and 
seven  (7)  individuals  transitioned  to  permanent  civil  service  status. 

During  Fiscal  Year  1989-90.  approximately  800  managers  and  supervisors 
participated  in  EEO  workshops  and  conferences  covering  such  areas  as  sexual 
harassment  prevention;  Rule  34  and  reasonable  accommodation  for  handicapped 
individuals;  managing  a  diverse  workforce;  and  landmark  Supreme  Court  cases 
directly  influencing  affirmative  action  and  equal  employment  opportunity. 

IV.        SALARY  STANDARDIZATION  UNIT 

The  Salary  Standardization  Unit  has  surveyed  prevailing  rates  of  pay  in  private  and 
public  jurisdictions  as  a  basis  for  establishing  rates  of  pay  for  all  City  employees, 
including  Pay-Equity.  The  Commission  has  serious  concerns  about  the  reliability  of 
the  interim  Pay  Equity  calculation  procedure  used  in  past  years,  and  believes  that  this 
estimating  procedure  leads  to  excessive  costs  due  to  "double  dipping." 

Increasingly,  other  cities  are  giving  Pay-Equity  adjustments  to  their  employees. 
Salary  survey  data  obtained  from  other  cities,  which  is  used  to  set  increases  in  the 
base  pay  of  San  Francisco  employees,  already  includes  pay  equity  adjustments  for 
various  positions.  Under  our  present  system  we  give  annual  increases  in  base  pay, 
based  on  such  data.  We  then  give  pay  equity  adjustments  on  top  of  such  increases  in 
base  pay. 

Once  San  Francisco  has  completed  its  own  classification  study,  it  can  base  future 
Pay-Equity  adjustments  on  the  actual  jobs  and  actual  pay  levels  in  San  Francisco. 
The  longer  we  delay  the  Classification  Study,  the  more  expensive  this  "double 
dipping"  problem  will  become. 
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For  Fiscal  Year  1990-91,  the  Wage  and  Salary  staff  plans  to  initiate  a  workshop 
series  to  review  specific  administration  policies,  to  respond  to  specific  questions  and 
problems  experienced  at  the  operating  agency  level,  and  to  introduce  new  and 
revised  administrative  policies  and  practices.  A  user  need  survey  of  departmental 
concerns  and  interests  is  currently  underway,  which  will  serve  as  the  primary  basis 
from  which  to  build  the  workshop  curriculum. 

V.    CHARTER  AND  RULE  CHANGE 

From  February  through  June  1990,  the  Civil  Service  Commission  conducted  a  series 
of  hearings  to  gather  comments  and  concerns  regarding  the  operation  of  the  City's 
Civil  Service  system  and  suggested  Charter  reform  steps  for  correcting  these 
problems.  Input  was  obtained  from  individuals  the  Commission  considers  the  most 
knowledgeable  about  the  personnel  management  needs  of  the  City  and  County. 
Representatives  of  employee  organizations,  managers  of  City  departments, 
departmental  personnel  officials,  senior  Civil  Service  Commission  managers  and 
others  gave  generously  of  their  time  and  ideas  through  written  comments  to  the 
Commission  and  by  speaking  at  the  hearings  the  Commission  held. 

The  Commission  is  now  preparing  a  report  to  you  summarizing  the  problems  and 
questions  raised  and  proposing  specific  areas  for  Charter  revision.  In  subsequent 
months  the  Commission  intends  to  develop  a  plan  for  a  systematic  review  of  the  San 
Francisco  Civil  Service  system  to  effect  required  changes  through  Civil  Service 
Commission  Rule  changes,  and  procedural  and  administrative  adjustments. 
Developing  steps  to  make  the  performance  appraisal  process  more  effective  will 
receive  high  priority. 

The  Commission  looks  forward  to  working  with  your  office  over  the  next  year  to  achieve 
mutually-agreed  upon  goals. 

Respectfully  submitted, 

CIVIL  SERVICE  COMMISSION 


//[  %  y^u 

A.  Lee  Munson 
President 
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Attachment 


Richard  J.  Tomoda 
1951-1990 


The  Civil  Service  Commission  dedicates  this 
year's  annual  report  to  the  memory  of  Richard 
Tomoda  who  made  a  lasting  contribution  to  the 
work  of  the  Civil  Service  Commission. 
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THE  CIVIL  SERVICE  COMMISSION 

MEMBERSHIP 

The  Civil  Service  Commission  is  composed  of  five  members  (at  least  one 
of  whom  must  be  a  woman)  appointed  by  the  Mayor  and  serving  six-year 
terms  of  office.  Those  currently  serving  on  the  Civil  Service  Commission 
arc  A.  Lee  Munson,  President;  Grant  S.  Mickins,  Vice  President;  Cleo 
Donovan;  Carlota  Texidor  del  Portillo  and  Richard  Tomoda. 

RESPONSIBILITIES 

The  Civil  Service  Commission  is  mandated  by  Charter  to  be  the  employ- 
ment and  personnel  department  of  the  City  and  County  that  qualifies 
individuals  for  appointments  to  the  public  service  on  the  basis  of  merit 
and  fitness  as  shown  by  appropriate  tests.  The  Commission  classifies  and 
reclassifies  all  employments  in  City  departments,  including  those  ex- 
empted from  Civil  Service  examination  by  Charter.  The  Civil  Service 
Commission  is  authorized  to  adopt  rules  which  have  the  force  and  effect 
of  law  to  regulate  all  merit  system  personnel  activities  in  the  City  and 
County.  The  Commission  also  has  broad  powers  in  resolving  complaints 
of  discrimination. 

MEETINGS  AND  HEARINGS 

During  Fiscal  Year  1989-90,  the  Civil  Service  Commission  met  24  times. 

The  Commission  conducted  18  regular  and  6  special  meetings  in  order  to 
review  separations  from  service,  classification,  salary  and  wage,  in-service 
and  examination  matters.  At  its  18  meetings,  the  Civil  Service  Commis- 
sion reviewed  85  classification  items,  52  compensation  items  -  which 
included  surveys  of  the  Police,  Fire,  Registered  Nurse,  and  Municipal 
Railway  rates  of  pay  -  57  in-service  items  and  30  examination  items. 

A  total  of  255  separations  from  service  were  processed.  Of  these,  the 
Commission  reviewed  71  appeals  of  separation  from  service  comprised  of 
6  terminations  of  promotive  probationary  employees;  6  automatic  resigna- 
tions due  to  abandonment  of  position;  5  terminations  of  temporary  civil 
service  employees;  13  appeals  of  resignations  certified  as  services  unsatis- 
factory; 18  terminations  of  entrance  probationary  employees;  and  22 
dismissals  of  permanent  employees. 

From  February  through  June  1990,  the  Commission  also  held  hearings  to 
solicit  comments  from  employee  organizations,  city  departments,  and 
employees  about  concerns  regarding  the  operation  of  the  City's  Civil 
Service  System. 
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CLASSIFICATION  UNIT 

Position  classification  is  a  basic  tool  of  personnel  management  that  pro- 
vides a  systematic  means  of  identifying  and  describing  different  kinds  of 
work  in  terms  of  primary  tasks,  duties,  and  responsibilities;  and  the 
knowledge,  skills,  and  abilities  required  for  their  performance.  After 
positions  in  the  public  service  are  grouped  into  classes  on  the  basis  of 
similarity  in  these  respects,  specifications  delineating  the  basic  character- 
istics of  a  class  are  prepared.  In  most  instances,  classes  are  grouped  into 
series  providing  career  opportunities  in  City  employment.  This  process 
assures  like  treatment  of  similar  positions  in  recruitment,  examination, 
pay,  training,  and  promotion.  Position  classification  is  the  fundamental 
element  in  implementing  the  merit  principles  of  equal  pay  for  equal  work. 

WORK  PROGRAM  DETAIL 


The  Classification  Unit  is  the  central  unit  responsible  for  planning,  coordi- 
nating, and  conducting  the  majority  of  the  classification  studies  of  ap- 
proximately 29,315  positions  in  1,700  classes  throughout  the  City  and 
County  of  San  Francisco.  The  number  of  classes  consists  of  the  follow- 
ing: 


TOTAL  NO.  OF  CLASSIFICATIONS 
AS  OF  JUNE  30,  1990 

1170  Regular  classifications 

292  Exempt  classifications 

238  "A"  classes,  i.e.  new  classes  authorized  in  the  budget 

1700  Total  classes  as  of  June  30,  1990 


The  work  involves  classification  of  new  positions,  reclassification  of 
existing  positions,  recommendations  on  the  staffing  of  organization  units, 
classification  problem  resolution  by  research  and  survey,  position  audits, 
preparation  of  reports,  letters,  memoranda,  and  Salary  Ordinance  Amend- 
ment legislation. 


CIVIL  SERVICE  CLASSIFICATION  UNIT  ACTIVITIES 

FISCAL  YEAR  1989-90 

Classes  established,  consolidated,  and  abolished 

45  (1)* 

Positions  classified/reallocated 

1173  (*)• 

Classification  reports  calendared 

85  (31* 

Salary  Ordinance  Amendments  prepared 

54 

Tenure  of  requisition  requests  acted  upon 

2355 
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•SOTES: 

1.  This  figure  includes  41  new  classes  established  and  4  classes  abolished. 

2.  This  figure  includes  736  new  positions  classified,  345  positions  reclassified 
and  92  positions  converted  from  temporary  to  permanent. 

3.  This  figure  reflects  the  following  detailed  classification  actions: 

21  personal  services  contract  reports  (833  contracts),  16  specification 
amendments,  345  positions  reclassified,  92  positions  converted  from  tem- 
porary to  permanent,  736  new  positions  classified,  4  classes  abolished,  41 
new  classes  established,  and  8  Staff  Aide/Assistant,  Special  Project 
positions  approved 


MAJOR  CLASSIFICATION  STUDIES 

The  Classification  Plan  consists  of  all  classes  established,  and  it  is 
amended  to  reflect  changes  in  departmental  organization  or  in  duties 
assigned  to  positions.  During  the  past  year,  the  Classification  Unit  con- 
ducted the  following  major  studies  in  its  effort  to  insure  that  the  Plan  is  an 
accurate  reflection  of  the  current  organization: 


SAN  FRANCISCO  INTERNATIONAL  AIRPORT 

A  new  classification  of  9209  Airport  Police  Services  Aide  was  established 
to  perform  a  variety  of  paraprofessional  duties  within  the  Airport  Police 
Bureau.  This  classification  includes  the  duties  which  had  been  performed 
by  positions  in  classes  8202  Security  Guard  and  8214  Parking  Control 
Officer  at  the  Airport.  Additionally,  the  classification  includes  police 
support  functions  not  currently  described  in  other  existing  class  specifica- 
tions. The  Airport  has  budgeted  80  positions  in  the  new  class  with  the 
intent  of  relieving  higher  level  peace  officer  positions  of  paraprofessional 
duties  and  affording  the  department  greater  flexibility  in  staffing  assign- 
ments. 

A  new  classification  of  9208  Director  of  Airport  Property  Management 
was  established  to  plan,  organize  and  administer  a  comprehensive  proper- 
ties and  lease  management  program  for  the  Airport.  The  creation  of  this 
classification  was  in  response  to  the  dramatic  increase  in  volume  and 
complexity  of  property  management  activities  at  the  Airport  and  the 
expansion  of  Airport  facilities. 
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HUMAN  RIGHTS  COMMISSION 

Staff  worked  closely  with  the  Human  Rights  Commission  staff  in  a  reor- 
ganization of  the  department,  creating  a  new  class  of  Deputy  Director, 
Human  Rights  Commission  to  assist  the  Director  in  the  administration  of 
the  departmental  operations,  including  the  Minority  Business  Enterprise/ 
Women  Business  Enterprise/Local  Business  Enterprise  and  contract 
compliance  functions  for  the  City  and  County.  Staff  also  surveyed  posi- 
tions in  the  Representative,  Human  Rights  Commission  and  Contract 
Compliance  Officer  classes,  recommending  the  reclassification  of  four 
Representative  positions  to  Contract  Compliance  Officer  I;  and  classified 
two  Management  Information  Systems  positions  to  implement  and  support 
a  new  integrated  data  system  for  the  department. 


COMMISSION  ON  THE  STATUS  OF  WOMEN 

As  a  result  of  a  Charter  amendment  creating  an  independent  Commission 
on  the  Status  of  Women  responsible  for  City  and  County  policies  and 
programs  related  to  women's  issues,  staff  created  a  new  class  of  Executive 
Director,  Commission  on  the  Status  of  Women,  to  administer  the  depart- 
ment, to  develop  and  direct  policies  and  activities  advocating  and  enforc- 
ing women's  rights,  and  to  investigate,  prevent  and  resolve  complaints  of 
gender-based  discrimination  and  sexual  harassment  in  the  City  and  County 
work  force.  Class  2998  Representative,  Commission  on  the  Status  of 
Women,  was  also  created  to  serve  as  a  technical  specialist  in  an  assigned 
program  area  such  as  monitoring  of  gender-based  discrimination  or 
selection  and  monitoring  of  agencies  receiving  domestic  violence  funding 
from  the  City. 

OFFICE  OF  THE  MAYOR 

The  Charter  amendment  transferring  the  City  and  County  Employee 
Relations  function  from  the  Board  of  Supervisors  to  the  Mayor  authorized 
the  creation  of  an  exempt  class  to  administer  it.  The  Director,  Employee 
Relations  Division  directs  the  activities  and  services  of  the  Division  in 
implementing  the  Employee  Relations  Ordinance;  acts  as  the  chief  man- 
agement representative  for  the  City  and  County  on  matters  within  the 
scope  of  the  Ordinance;  directs  and  conducts  meet  and  confer  sessions 
with  representatives  of  employee  organizations  and  departmental  manag- 
ers; and  consults  with  the  Mayor,  the  Board  of  Supervisors,  other  boards 
and  commissions,  and  department  heads  on  employee  relations  policy 
matters. 
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PARKING  AND  TRAFFIC  COMMISSION 


A  Parking  and  Traffic  Commission  was  created  by  passage  of  Proposition 
D  in  November  1988,  consolidating  parking  and  traffic-related  functions 
and  personnel  from  twelve  existing  City  and  County  departments  into  a 
new  department  under  the  policy  direction  of  a  five-member  Commission. 
In  1989-90,  a  new  class  of  Director,  Parking  and  Traffic  Commission  was 
established  and  the  transfer  of  functions  and  employees  to  the  new  depart- 
ment began.  The  Director  is  the  executive  in  charge  of  all  parking  and 
traffic  matters  for  the  City  and  County,  administering  policies  and  pro- 
grams for  on-street  and  off-street  parking  availability  and  enforcement; 
traffic  engineering  and  signal  maintenance;  parking  and  traffic  planning 
and  research,  and  related  functions. 

The  departmental  budget  for  1990-91  includes  requests  for  many  proposed 
administrative  and  technical  classes  to  oversee  and  complete  the  consoli- 
dation of  parking  and  traffic  functions.  It  is  anticipated  that  the  Classifi- 
cation Unit  will  review  and  recommend  the  classification  of  approxi- 
mately one  hundred  new,  or  significantly  changed,  positions  for  the 
Parking  and  Traffic  Commission. 


DEPARTMENT  OF  PUBLIC  HEALTH 

Supplemental  funding  was  approved  to  administer  Proposition  99  To- 
bacco Tax  legislation  passed  by  the  state  voters  in  November  1989  to 
provide  health  related  services.  Staff  worked  with  the  Decentralized 
Classification  Unit  to  finalize  action  on  many  of  the  fourteen  additional 
positions  which  will  be  planning  and  implementing  the  health  education 
programs,  and  administering  the  California  Health  Care  for  Indigents 
Program  and  other  programs. 

Additional  funding  was  also  approved  to  staff  an  AIDS/Hospice/Skilled 
Nursing  facility  at  Laguna  Honda  Hospital.  Forty-four  of  the  forty-nine 
new  positions  were  classified  in  this  fiscal  year. 


DEPARTMENT  OF  SOCIAL  SERVICES 

The  city's  caseload  for  family  and  childrens'  services  has  increased  due  to 
federal  health  and  social  service  legislation  and  the  state's  commitment  of 
funds  to  hire  additional  personnel.  Thirty-three  positions  were  classified 
in  order  to  provide  the  additional  child  welfare  services. 
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CONTROLLER 


In  response  to  the  Board  of  Supervisors'  request  to  establish  a  perform- 
ance and  efficiency  audit  office,  the  Controller  requested,  and  staff  recom- 
mended, the  establishment  of  a  Performance  Auditor  series,  including 
associate  and  supervisory  level  classifications.  Positions  in  these  classes 
review  an  assigned  department's  basic  mission  and  goals,  analyze  its 
operations  and  allocation  of  resources,  and  evaluate  the  department's 
performance. 

At  the  request  of  the  department  and  the  Examination  Unit,  classes  in  the 
Software  Analyst  series  were  retided  and  specifications  amended  to  new 
tides  in  a  series  of  Systems  Programmer.  This  update  to  bring  the  tide  in 
line  with  current  data  processing  industry  usage  would  also  enhance 
recruitment  and  application  for  the  examination. 


PROTECTED  CLASSIFICATION  ACTIVITIES 

Maintenance  of  the  Classification  Plan  is  a  continuing  function  of  the 
Classification  Division.  Departmental  requests  are  always  reviewed  in 
terms  of  the  Plan  with  a  view  toward  the  inclusion  of  new  positions  in 
existing  classifications.  On  occasion  new  duties  are  added  to  a  class  by 
means  of  amendments  to  specifications.  At  other  times  consolidation  of 
two  or  more  classes  may  be  appropriate. 

The  1990-91  budget  for  the  City  and  County  of  San  Francisco  includes 
approximately  1,833  positions  which  require  review  by  the  Classification 
Unit.  Many  of  these  positions  were  reviewed  prior  to  budgetary  approval 
by  the  Mayor;  others  will  involve  further  in-depth  analysis  by  staff. 
Creation  of  new  classes  and  amendments  to  existing  class  specifications 
may  be  required  to  meet  changing  needs  within  City  departments. 

Significant  projects  to  be  reviewed  by  the  staff  in  the  coming  fiscal  year 
(1990-91)  include:  establishment  of  a  series  of  investigator  classifications 
in  the  Victim  and  Witness  Bureau  of  the  District  Attorney's  Office;  work 
with  the  Department  of  Social  Services  to  implement  the  recommenda- 
tions of  a  classification  survey  completed  by  Ralph  Andersen  and  Associ- 
ates; development  of  professional  classes  for  the  Employee  Relations 
Division;  creation  of  new  classes  and  classification  of  positions  in  archi- 
tectural, engineering,  construction,  contract  administration,  financial  and 
capital  program  management  for  the  implementation  of  over  one  billion 
dollars  in  bond  funds  issued  for  construction,  facility  renovation  and 
repair,  earthquake  safety,  asbestos  removal,  and  related  activities,  for  the 
Department  of  Public  Works;  and  finalization  of  classification  recommen- 
dations for  the  survey  of  Health  Program  Coordinator  positions  in  the 
Department  of  Public  Health. 
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Beginning  in  1990-91,  the  Classification  Unit  will  implement  the  Data 
Processing  Classification  Project  that  will  survey  approximately  1,000 
positions.  Major  funding  for  this  project  is  provided  by  the  Controller's 
Information  Services  Division  and  the  Public  Utilities  Commission.  The 
primary  objective  is  to  develop  and  implement  a  data  processing  classifi- 
cation plan  which  will  enhance  the  City's  ability  to  recruit  and  retain 
qualified  data  processing  professionals  and  allow  them  to  make  optimal 
use  of  their  skills.  A  Data  Processing  Advisory  Committee  is  being 
formed  and  a  formal  Request  for  Proposal  will  be  sent  to  interested  par- 
ties. A  consultant  will  complete  the  project  in  approximately  one-year. 

The  Classification  Unit  had  requested  funding  in  the  1990-91  budget  to 
begin  the  first  phase  of  a  five-phase  citywide  classification  study  which 
was  detailed  in  a  comprehensive  report  submitted  to  the  Mayor  and  the 
Finance  Committee  of  the  Board  of  Supervisors  on  March  30,  1990.  The 
project  plan  was  to  replace  the  current  classification  plan  which  is  over  30 
years  old  with  an  equitable,  consistent  and  comprehensive  plan.  The 
major  benefits  of  the  citywide  survey  would  be  to  provide  accurate  data 
for  pay  equity  purposes,  determine  appropriate  internal  salary  relation- 
ships, define  occupational  career  ladders,  establish  objective  performance 
standards  and  develop  a  factor  evaluation  system  for  use  in  classification 
plan  maintenance.  However,  since  the  budget  for  Fiscal  Year  1990-91 
does  not  include  the  total  amount  requested  for  the  citywide  survey,  the 
unit  will  be  planning  and  implementing  a  reduced  survey  plan  based  on 
the  funds  that  have  been  allocated  for  this  project. 
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SALARY  STANDARDIZATION  UNIT 


The  primary  function  of  the  Salary  Standardization  Unit  is  to  survey 
prevailing  rates  of  pay  in  private  and  public  jurisdictions  as  a  basis  for 
establishing  rates  of  pay  for  all  City  employees,  including  pay  equity, 
according  to  the  provisions  of  the  Charter,  as  well  as  implementing  and 
recommending  revisions  to  the  administrative  provisions  of  the  Salary 
Standardization  Ordinance.  Other  duties  include  conducting  fringe  benefit 
and  specialized  surveys  at  the  request  of  the  Civil  Service  Commission  or 
Board  of  Supervisors,  completing  survey  questionnaires  for  other  jurisdic- 
tions, and  implementing  the  Salary  Plan  by  coordinating  salary  matters 
with  all  City  departments. 

Salary  Standardization  is,  by  Charter,  divided  into  four  major 
categories: 

1.  Miscellaneous  Employees  -  Charter  Sections  8.400,  8.401,  8.407  and 
8.407-1 

2.  Registered  Nurse  Classifications  -  Charter  Section  8.403 

3.  Municipal  Railway  Platform  Employees  -  Charter  Section  8.404 

4.  Police  and  Fire  -  Charter  Section  8.405 

The  following  sections  describe  methods  of  determining  pay  rates  and 
some  of  the  working  conditions  for  the  four  major  categories: 


MISCELLANEOUS  EMPLOYEES 

Charter  Section  8.407  requires  the  Civil  Service  Commission  to  conduct  a 
comprehensive  investigation  and  survey  of  basic  pay  rates,  wages  and 
salaries  in  other  governmental  jurisdictions  and  private  employment  for 
like  work  and  like  service,  based  on  job  classifications  primarily  in  the 
Bay  Area,  and  requires  the  Civil  Service  Commission  to  make  its  findings 
based  on  facts  and  data  collected  as  to  what  the  generally  prevailing  pay 
rates  are  for  each  benchmark  class.  Salary  data  first  must  be  collected 
from  the  Bay  Area  counties  of  Alameda,  Contra  Costa,  Marin,  San  Mateo, 
San  Francisco,  and  Santa  Clara.  If  there  is  insufficient  salary  data  avail- 
able from  these  agencies,  the  Commission  may  survey  other  major  public 
agencies  in  the  State  utilizing  such  classes  where  the  agency  employs 
more  than  3,000  persons.  The  Charter  stipulates  that  the  salary  data  from 
public  agencies  be  collected  from  five  Bay  Area  counties;  the  ten  most 
populous  cities  in  these  counties;  agencies  of  the  State  and  Federal  gov- 
ernment, and  from  school  districts  and  other  special  districts  in  these 
counties. 
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The  Commission  also  collects  private  basic  pay  rate  data  from  the  recog- 
nized governmental  Bay  Area  salary  survey  of  private  employers  in  the 
City  and  County  of  San  Francisco  and  Bay  Area  counties  of  Alameda, 
Contra  Costa,  Marin,  San  Mateo,  and  Santa  Clara.  The  data  collected  is 
limited  to  rates  of  pay  and  salaries  actually  being  paid  by  private  employ- 
ers for  like  work  and  like  service. 

Charter  Section  8.407  defines  the  term  "prevailing  rates  of  wages' '  as  the 
rate  ranges  developed  from  the  weighted  average  of  the  midpoints  of  the 
basic  rates,  excluding  fringe  benefits,  for  surveyed  public  employment  and 
the  median  of  the  pay  rates  for  private  employment.  It  stipulates  that  the 
Board  of  Supervisors  shall  not  set  the  maximum  rate  of  pay  for  any  class 
in  excess  of  the  maximum  prevailing  rate  for  the  class  and  further  pro- 
vides that  no  employee  shall  have  his/her  basic  pay  rate  reduced. 

A  report  containing  a  summary  of  the  preliminary  data  prepared  by  the 
Personnel  Department  of  the  Civil  Service  Commission  was  available  for 
inspection  beginning  in  June  1989.  Employee  representatives  and  em- 
ployees were  invited  to  request  salary  adjustments  supported  with  any 
information  or  data  that  would  justify  such  adjustments.  The  data  pre- 
sented was  reviewed,  analyzed  and  modified  for  a  period  of  approximately 
two  months.  Salary  recommendations  were  not  finalized  until  a  public 
hearing  was  held  at  which  time  employees;  employee  organization  repre- 
sentatives; and  representatives  of  civic,  public,  and  professional  organiza- 
tions were  given  an  opportunity  to  express  their  views  on  salary  standardi- 
zation. 

The  recommended  schedules,  together  with  the  existing  schedules  of 
compensation,  were  posted  and  publicized  on  January  8, 1990,  for  a  period 
of  two  weeks  and  were  also  available  for  inspection  in  the  office  of  the 
Civil  Service  Commission.  The  proposed  schedules  of  compensation  also 
apply  to  all  non-certificated  employees  in  both  the  San  Francisco  Unified 
School  District  and  the  San  Francisco  Community  College  District. 

The  data  contained  in  the  report,  "Salary  and  Wage  Survey",  was  ob- 
tained from  over  50  individual  public  jurisdictions  in  California,  the 
Federal  Government,  the  State  of  California  and  the  Bay  Area  Salary 
Survey  Committee.  It  should  be  noted  that  the  number  of  employees  for 
the  State  of  California  and  Federal  agencies  was  limited  to  agencies  in  the 
six  Bay  Area  Counties. 

The  Civil  Service  recommendations  were  submitted  to  the  Board  of 
Supervisors  for  their  consideration.  The  Board  then  adopted  these  recom- 
mendations. The  new  salary  schedules  represented  increases  ranging  from 
no  increase  to  10%.  The  average  percentage  increase  recommended  was 
approximately  6.1%. 
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PAY  EQUITY 


The  Commission's  Salary  Unit  is  now  entering  into  the  fourth  year  of 
administrating  the  City's  pay  equity  program.  This  responsibility  was 
placed  within  the  Commission's  purview  by  the  passage  of  Proposition  H 
in  the  November,  1986  election  and  the  addition  of  Section  8.407-1  to  the 
City  Charter.  The  Civil  Service  Commission  was  mandated  to  conduct  a 
pay  equity  survey  each  year  comparing  City  and  County  classifications 
disproportionately  occupied  by  minorities  and  women  and  City  and 
County  classifications  not  disproportionately  occupied  by  minorities  and 
women.  Additionally,  the  staff  was  required  to  conduct  the  survey  in 
accordance  with  standards  and  guidelines  of  similar  surveys  in  other 
governmental  jurisdictions  and  private  employment  and  to  make  use  of 
the  data  acquired  from  such  entities. 

Because  of  the  lack  of  an  internal  point-factor  evaluation  system,  the  staff 
has  been  obligated  to  rely  primarily  on  the  data  of  other  agencies  which 
had  made  use  of  point-factor  evaluation  systems.  With  the  aid  of  data 
acquired  from  three  California  jurisdictions  and  the  State  of  Washington, 
the  staff  has  developed  an  interim  methodology  providing  comparisons 
between  the  studies  evaluated  and  City  benchmark  classes  disproportion- 
ately occupied  by  minorities  and  women.  In  situations  where  the  staff 
could  not  find  an  appropriate  comparison  for  female/minority  dominated 
benchmark  class,  the  staff  recommended  that  such  a  class  be  granted  the 
same  pay  equity  adjustment  as  other  female/minority  dominated  classes  of 
similar  level  of  duties,  responsibility  and  compensation.  The  Commission 
has  strong  reservation  about  the  continuous  use  of  what  was  only  intended 
to  be  an  interim  method;  the  Commission  believes  the  City  needs  to 
complete  the  proposed  classification  study  as  soon  as  possible  in  order  to 
develop  the  needed  internal  point-factor  evaluation  system. 

This  year's  Pay  Equity  Report  contained  a  series  of  recommendations  and 
observations.  One  of  the  more  important  recommendations  contained 
therein  is  that  a  classification  be  deemed  "disproportionately  occupied"  if 
it  is  comprised  of  70%  or  more  minorities  and  women.  The  basis  for  this 
recommendation  is  the  practice  of  other  surveyed  jurisdictions  as  well  as 
the  1980  census  of  the  San  Francisco  work  force  which  showed  a  compo- 
sition of  approximately  67.3%  women  and  minorities. 

Pay  Equity  adjustments  are  currently  governed  by  the  agreement  reached 
(spring,  1989)  between  the  Employee  Relations  Division  (under  the 
Mayor's  Office)  and  the  respective  Public  Employee  Organizations.  This 
agreement  covers  the  period  from  July  I,  1989  through  June  30,  1992. 
The  first  year  of  this  agreement  provided  for  the  retention  of  prior  pay 
equity  adjustments  to  eligible  classes. 
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The  second  and  third  years  of  the  Pay  Equity  Agreement  provided  for 
salary  adjustments  of  3%  to  those  classifications  who  retain  their  eligibil- 
ity under  the  terms  of  the  agreement. 

Pursuant  to  the  Charter  mandate,  the  Pay  Equity  Report  submitted  by  the 
Civil  Service  Commission  for  the  Fiscal  Year  1990-91  consisted  of  a  new 
report  and  updated  materials.  These  materials  included  new  work  force 
composition  report  appendices,  updated  summary  of  relevant  survey  data 
used  to  identify  pay  equity  differentials,  and  an  updated  and  revised  pay 
equity  differential  booklet. 

REGISTERED  NURSE  CLASSIFICATIONS 

Charter  Section  8.403  provides  the  method  for  setting  salaries  for  all 
classes  which  require  a  Registered  Nurse  license.  Under  this  method,  the 
Civil  Service  Commission  is  required  to  certify  to  the  Board  of  Supervi- 
sors for  the  acute  care  staff  nurse  classification  the  highest  prevailing 
salary  schedule  in  effect  on  April  15  granted  by  collective  bargaining 
agreement  to  comparable  registered  nurse  employees  in  public  and  private 
employment  in  the  six  Bay  Area  counties.  The  Charter  then  requires  the 
Board  of  Supervisors  to  set  a  rate  of  pay  for  such  nurses  not  in  excess  of 
the  schedule  certified  by  the  Civil  Service  Commission. 

Pursuant  to  that  Section,  the  Civil  Service  Commission  certified  that  the 
highest  prevailing  maximum  rate  was  $24.32  per  hour  (approximately 
$4215  per  month).  The  Board  of  Supervisors  then  adopted  a  maximum 
rate  of  $24.08  per  hour  (approximately  $4174  per  month). 

MUNICIPAL  RAILWAY 

The  Civil  Service  Commission  staff  conducts  a  survey  of  transit  systems 
in  the  United  States  operating  primarily  within  cities  having  a  population 
of  not  less  than  500,000  and  normally  employing  not  less  than  400  transit 
operators.  The  Commission  then  certifies  to  the  Board  of  Supervisors  the 
average  of  the  two  highest  wage  schedules  in  effect  on  July  1  for  compa- 
rable employees  in  the  systems  certified  in  the  report.  The  Board  of 
Supervisors  thereupon  fixes  a  wage  schedule  which  shall  not  be  in  excess 
of  the  average  of  the  two  highest  wage  schedules  so  certified  by  the  Civil 
Service  Commission. 

For  Fiscal  Year  1989-90,  the  survey  on  the  following  page  showed  that  the 
New  York  City  Transit  Authority  and  Santa  Clara  County  Transit  paid  the 
highest  rates  for  platform  personnel  as  of  July  1. 
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The  average  of  the  two  was  $15.87  per  hour,  effective  July  1,  1989,  and 
$16.29  per  hour  effective  May  1,  1990.  These  rates  represented  an  in- 
crease of  3.9%  effective  July  1,  1989  and  an  additional  increase  of  2.7% 
effective  May  1,  1990. 


TRANSIT  OPERATOR  SALARY  SURVEY 

JULY  1990 

NO.  OF 

MAX 

HOURLY 

CITY 

OPERATORS 

TRANSIT  COMPANY 

RATE 

San  Jose,  CA 

995 

Santa  Clara  County  Transit  District 

$15.98 

New  York,  NY 

8200 

New  York  City  Transit  Authority 

15.7575 

eff.  SIV90 

16.6075 

Washington,  D.C. 

2625 

Washington  Metropolitan  Area  Transit  Authority 

15.355 

Los  Angeles,  CA 

3767 

Southern  California  Rapid  Transit  District 

14.97 

Boston,  MA 

1552 

Massachusetts  Bay  Transportation  Authority 

14.63 

Chicago,  II. 

5146 

Chicago  Transit  Authority 

14.40 

Pittsburgh,  PA 

1523 

Port  Authority  of  Allegheny  County 

14.37 

San  Diego,  CA 

560 

San  Diego  Transit  Corporation 

13.60 

Cleveland,  OH 

1165 

Greater  Cleveland  Regional  Transit  Authority 

13.50 

Columbus  OH 

414 

Central  Ohio  Transit  Authority 

13.24 

Philadelphia,  PA 

2500 

Southeastern  Pennsylvania  Transportation  Authority 

12.84 

Baltimore,  MD 

1430 

Maryland  Mass  Transit  Administrator 

12.655 

Milwaukee,  WI 

943 

Milwaukee  County  Transit  System 

12.45 

Houston,  TX 

1230 

Metropolitan  Transit  Authority 

12.21 

Phoenix,  AZ 

465 

Phoenix  Transit  System 

12.10 

Detroit.  MI 

1009 

Detroit-Department  of  Transportation 

11.20 

Dallas,  TX 

721 

Dallas  Area  Rapid  Transit  System 

10.78 

San  Antonio,  TX 

594 

VIA  Metropolitan  Transit 

10.67 

New  Orleans,  LA 

722 

New  Orleans  Regional  Transit  Authority 

10.10 
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POLICE  AND  FIRE 


Charter  Section  8.405  provides  the  method  for  setting  salaries  of  the 
uniformed  forces  in  the  Police  and  Fire  Departments.  Under  this  method, 
the  Civil  Service  Commission  is  required  to  survey  and  certify  to  the 
Board  of  Supervisors  rates  of  compensation  paid  Police  Officers  em- 
ployed in  the  Police  Departments  in  all  cities  with  a  population  of  350,000 
or  over  in  the  State  of  California.  The  rate  to  be  certified  is  the  average  of 
the  maximum  rates  paid  to  each  Police  Officer  classification  performing 
the  same  or  essentially  the  same  duties  as  Police  Officers  in  the  City  and 
County  of  San  Francisco;  further,  this  certified  rate  is  to  be  the  rate  of 
compensation  for  the  fourth  year  of  service  in  the  class  of  Police  Officer. 
The  rate  of  pay  for  the  first,  second  and  third  year  of  service  for  Police 
Officer  is  to  be  established  in  accordance  with  the  general  percentage 
differential  between  seniority  steps  found  in  the  salary  ranges  included  in 
the  cities  surveyed. 

The  pay  rates  established  hereby  for  Police  Officers  are  also  applicable  to 
Firefighters,  based  on  the  principle  of  pay  parity  between  the  basic  classi- 
fications of  Police  Officer  and  Firefighter.  At  the  election  of  November  4, 
1986,  the  electorate  approved  Proposition  I  which  amended  Charter 
Section  8.405  and  authorized  the  City  to  adjust  rates  paid  to  Police  Offi- 
cers and  Firefighters  if  any  of  the  cities  utilized  in  the  Annual  Salary 
Survey  adopted  new  pay  rates  after  our  survey  deadline  of  August  25. 

Therefore,  for  Fiscal  Year  1989-90  there  were  four  salary  surveys  con- 
ducted throughout  the  year  to  determine  rates  of  pay  for  the  uniformed 
force  of  the  Police  and  Fire  Departments.  Effective  July  1,  1989,  the  rate 
paid  Police  Officers  and  Firefighters  was  $2928-3389  per  month.  This 
represented  an  increase  of  approximately  7.4%.  There  were  three  addi- 
tional increases  during  the  fiscal  year  on  July  7,  1989;  January  1,  1990 
and  May  26,  1990.  The  weighted  average  increase  for  the  entire  fiscal 
year  was  approximately  9.7%. 

In  accordance  with  Charter  Section  8.405,  paragraph  (f),  the  Civil  Service 
Commission  is  also  required  to  certify  to  the  Board  of  Supervisors  the 
percentage  increase  or  decrease  in  the  cost  of  living  during  the  twelve- 
month period  ending  March  31  for  San  Francisco  and  for  the  cities  in- 
cluded in  the  certified  report.  The  calculation  on  the  following  pages 
reflects  the  cost  of  living  increase  in  San  Francisco  as  compared  with  the 
average  cost  of  living  increase  in  the  four  cities  surveyed.  The  average 
increase  in  the  cost  of  living  in  San  Francisco  was  5.7%  and  the  average 
increase  in  the  cost  of  living  for  the  cities  surveyed  was  5.2%,  a  difference 
of  0.5%. 
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The  Board  of  Supervisors  may  increase  the  rate  certified  by  an  amount 
equal  to  the  difference  between  the  average  cost  of  living  increase  of  the 
cities  included  in  the  survey  and  the  cost  of  living  increase  in  San  Fran- 
cisco. 


POLICE  AND  FIRE  SALARY  SURVEY 

JULY  7, 1990 

CITY               CLASS  TITLE                                        POS.      MONTHLY  SALARY 

LONG  BEACH         POLICE  OFFICER                       404                       2412 

2986 

LOS  ANGELES         POLICE  OFFICER  H                    2345                       2888 

3588 

LOS  ANGELES        POLICE  OFFICER  m                 1886                      3049 

3790 

SAN  DIEGO              POLICE  OFFICER  H                    1052                       2626 

3172 

SAN  JOSE                POLICE  OFFICER                        779                       2546 

3411 

AVERAGE  MAXIMUM  BASIC  RATE  PAID  POLICE  OFFICERS 

=  $3389 

LONG  BEACH          FIREFIGHTER                               261                         2412 

2986 

LOS  ANGELES         FIREFIGHTER  HI                         1205                        2848 

3368 

SAN  DIEGO              FIREFIGHTER  H                           298                         2405 

2906 

SAN  JOSE                 FIREFIGHTER                                231                         2437 

3264 

AVERAGE  MAXIMUM  BASIC  RATE  PAID  POLICE  OFFICERS 

=  $3049 

SAN  FRANCISCO         POLICE  OFFICER                    1336                       2726 

3155 

SAN  FRANCISCO         FIREFIGHTER                        1054                      2726 

3155 

COST  OF  LIVING  CONSUMER  PRICE  INDEX 

URBAN  WAGE  EARNERS  AND  CLERICAL  WORKERS 

JULY  7, 1989 


MARCH  SB 

MARCH  89    %  INCRFA.sK 

SAN  FRANCISCO 

117.9 

124.6 

5.7  % 

LONG  BEACH 

117.5 

122.9 

4.6% 

LOS  ANGELES 

117.5 

122.9 

4.6  % 

SAN  DIEGO 

118  J 

125.0 

5.7  % 

SAN  JOSE 

117.9 

124.6 

5.7  % 

The  cost  of  living  in  San  Francisco  increased  by 
The  cost  of  living  in  the  cities  included  in  the 
Police  and  Fire  Survey  increased  by 
The  difference  is 


5.7  % 


5.2  % 
0.5% 
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ORIENTATION  AND  TRAINING 

The  Wage  and  Salary  program  staff  initiated  two  new  orientation  and 
training  activities  during  1989-90. 

First,  in  order  to  familiarize  payroll  and  personnel  representatives  with  the 
content  of  the  Salary  Standardization  Ordinance  an  orientation  program 
was  produced  highlighting  recendy  adopted  administrative  provisions  of 
the  ordinance  which  generally  result  from  newly  negotiated  Memoran- 
dums of  Understanding  (MOU).  The  sessions  were  also  utilized  to  review 
general  salary  administration  policies,  and  to  respond  to  specific  questions 
and  problems  regarding  salary  and  wage  administration.  These  sessions 
were  attended  by  over  125  departmental  representatives. 

Based  on  the  popularity  and  usefulness  of  the  orientation  sessions,  the 
Wage  and  Salary  Unit,  beginning  in  September  1989,  offered  all  employ- 
ees a  two-hour  introductory  overview  lecture  addressing  both  citywide 
salary  setting  and  salary  administration  procedures.  This  program  was 
offered  on  twenty  (20)  occasions  at  the  respective  work  sites  for  employ- 
ees in  several  departments  including  the  Hetch  Hetchy  Project,  Water  De- 
partment, Public  Health,  Public  Works,  Community  College  District, 
Adult  Probation,  Controllers  ISD,  Human  Rights  Commission,  Commis- 
sion on  Aging,  Social  Services,  Controllers  PPSD,  Assessor,  and  Chief 
Administrative  Officer. 

For  1990-91  the  Wage  &  Salary  staff  plans  to  initiate  a  workshop  series  to 
review  specific  salary  administration  policies,  to  respond  to  specific 
questions  and  problems  experienced  at  the  operating  agency  level,  and  to 
introduce  new  and  revised  administrative  policies  and  practices.  A  user 
need  survey  of  departmental  concerns  and  interests  is  currendy  underway, 
which  will  serve  as  the  primary  basis  from  which  to  build  the  workshop 
curriculum. 

LABOR  RELATIONS 

The  Labor  Relations  Unit  performs  a  series  of  functions  required  by  the 
City's  Employee  Relations  Ordinance.  These  functions  include  certifica- 
tion of  the  appropriate  employee  organization  to  represent  employees  for 
negotiation  purposes,  investigation  of  unfair  labor  practices  charges,  and 
administration  of  complaints  regarding  the  assignment  of  classes  to  bar- 
gaining units  or  the  designation  of  employees  as  Management,  Supervi- 
sory, or  Confidential.  Civil  Service  Rule  21  provides  specific  adminis- 
trtive  procedures  to  carry  out  these  functions.  The  Commission  assumed 
these  labor  relations  responsibilities  in  August  1976. 
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CERTIFICATIONS 


An  employee  organization  may  petition  to  become  the  recognized  or 
"official"  representative  for  a  bargaining  unit  composed  of  classes  with 
similar  duties  and  responsibilities  (i.e.,  community  of  interest).  Such 
recognition  entitles  the  organization  to  rights  and  responsibilities  as 
specified  in  the  Employee  Relations  Ordinance  (ERO),  such  as  the  right  to 
meet  and  confer  with  City  representatives  and  to  sign  binding  contracts 
(Memoranda  of  Understanding)  on  behalf  of  City  employees. 

Employee  organizations  may  become  recognized  by  petitioning  the  Labor 
Relations  Unit  for  an  election.  Upon  receipt  of  a  valid  petition,  staff 
conducts  a  secret  ballot  election.  Such  elections  involve  arranging  for  a 
pre-election  conference  to  determine  the  date,  time  and  place  of  the 
election  and  eligible  voters.  A  majority  of  those  voting  determines  the 
results.  After  resolving  any  protest  over  the  conduct  of  the  election,  staff 
formally  certifies  the  elected  employee  organization,  if  any,  to  represent 
the  employees  in  their  labor  relations  with  the  City  and  County.  Staff 
may  also  conduct  decertification  or  "recall"  elections.  This  occurs  when 
a  group  of  employees  or  an  employee  organization  submits  proof  that  a 
sufficient  number  of  the  affected  employees  no  longer  wish  to  be  repre- 
sented by  a  particular  organization. 

An  employee  organization  may  also  gain  recognition  status  by  submitting 
documents  proving  that  the  organization  has  historically  represented 
employees  in  the  bargaining  unit.  After  researching  the  matter,  the  Labor 
Relations  Unit  certifies  the  organization  as  the  official  representative,  or  if 
the  matter  is  under  dispute,  orders  that  an  election  be  held  to  determine  the 
matter.  During  the  past  fiscal  year,  three  certifications  or  decertifications 
have  been  completed  by  Commission  staff. 

UNFAIR  LABOR  PRACTICE  CHARGES 

This  unit  also  investigates  Unfair  Labor  Practice  Charges  (ULPC).  Ini- 
tially, staff  determines  if  the  charge  presents  a  "prima  facie"  case.  The 
charged  party  is  requested  to  respond  in  writing  to  the  allegations.  Staff 
then  attempts  to  resolve  the  dispute  by  identifying  the  key  issues  and 
contacting  each  of  the  parties.  A  settlement  conference  may  be  held 
where  staff  mediates  the  dispute  by  reviewing  the  issues  with  the  parties 
and  proposing  possible  remedies.  If  mediation  is  not  successful,  the 
charge  is  referred,  in  whole  or  in  part,  to  an  Administrative  Law  Judge  for 
hearing  and  final  detennination.  When  hearings  are  required,  staff  con- 
ducts a  pre-hearing  conference  to  clarify  the  issues  and  to  set  the  date, 
time  and  place  of  hearing.  In  Fiscal  Year  1989-90,  three  Unfair  Labor 
Practice  Charges  were  either  resolved  or  referred  to  a  hearing. 
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COMPLAINTS 

The  Labor  Relations  Unit  handles  complaints  involving  the  allocation  of 
classes  to  bargaining  units  or  of  the  assignment  of  a  Management,  Super- 
visory or  Confidential  designation.  This  is  in  accordance  with  the  Em- 
ployee Relations  Ordinance  (ERO)  which  outlines  fifteen  bargaining 
units,  some  of  which  are  divided  into  sub-units.  These  units  are  composed 
of  classes  with  similar  duties  and  responsibilities  for  negotiation  purposes. 
The  ERO  also  specifies  that  some  employees  may  be  designated  as  Man- 
agement, Supervisory  or  Confidential  because  of  the  nature  of  their  duties 
and  their  functional  role  within  a  department. 

The  Employee  Relations  Division,  which  is  now  a  part  of  the  Mayor's 
Office,  is  responsible  for  assigning  classes  to  units  as  well  as  for  making 
Management,  Supervisory  or  Confidential  designations  after  consulting 
with  Department  Heads.  Both  actions,  unit  determinations  and  designa- 
tion assignments,  may  be  protested  by  filing  a  complaint  with  the  Civil 
Service  Commission.  Staff  reviews  these  complaints  and  attempts  to 
mediate  the  dispute.  If  mediation  is  not  possible,  staff  arranges  for  the 
matter  to  be  heard  by  an  Administrative  Law  Judge  for  final  determina- 
tion. In  the  past  fiscal  year,  staff  reviewed  and  helped  to  mediate  five 
disputes  over  the  allocation  of  classes  to  bargaining  units  or  over  the 
assignment  of  confidential  designations.  Two  of  these  disputes  were 
settled  after  a  hearing  before  an  Administrative  Law  Judge. 

PROGRAM  HTGHLIGHTS  AND  GOALS 

A  long-standing  dispute  over  the  designation  of  confidential  employees 
was  finally  settled.  The  dispute  involved  the  confidential  designation  of 
sixteen  (16)  positions  at  three  City  departments  (Publu  Health,  Social 
Services  and  Police).  Employees  in  the  confidential  positions  were  in 
clerical/payroll  type  classifications  and  were  subject  to  agency  shop  fees 
unless  designated  as  confidential.  United  Public  Employees,  Local  790, 
protested  the  designations.  Staff  assisted  in  resolving  the  complaint  for 
the  Police  Department  and  referred  the  other  complaints  to  an  Administra- 
tive Law  Judge.  A  three-day  hearing  was  held  in  February  which  was 
scheduled  to  continue  at  a  later  date.  Before  the  hearing  was  reconvened, 
however,  the  parties  setded  the  dispute  by  negotiating  an  agreement  which 
provided  for  eleven  (11)  of  the  fifteen  (15)  disputed  positions  to  remain  as 
confidential.  It  is  anticipated  that  this  setdement  will  provide  a  guideline 
for  settling  future  protests  over  confidential  designations. 
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During  the  past  fiscal  year  the  activity  level  of  the  Labor  Relations  Unit 
has  greatly  expanded,  and  it  is  anticipated  that  the  workload  will  continue 
to  increase.  The  increase  is  primarily  due  to  the  changing  nature  and  more 
sophisticated  level  of  labor  relations  activity  on  behalf  of  City  employees. 
Additionally,  the  Employee  Relations  Division  has  issued  more  decisions 
which  permit  the  filing  of  charges  or  complaints  with  the  Labor  Relation 
Unit.  This  has  necessarily  resulted  in  a  closer  working  relationship  be- 
tween Commission  and  Employee  Relations  Division  staff  in  order  to 
coordinate  activities  and  to  provide  comprehensive  information  and 
standardized  procedures  for  the  City's  employee  relations  programs.  One 
example  of  such  coordination  is  the  formulation  of  procedures  and  forms 
to  track  designated  confidential  employees. 

The  major  program  objective  next  year  is  to  provide  an  organizational 
framework  and  standardized  procedures  to  deal  with  both  the  increased 
volume  of  activity  and  the  more  complex  nature  of  the  labor  relations 
activity.  It  is  also  anticipated  that  more  Commission  staff  will  become 
familiar  with  the  Labor  Relations  Program  and  will  be  able  to  competently 
administer  its  activities. 


TIMEROLL  AUDIT  UNIT 

Because  of  the  conversion  of  timerolls  to  computerization  by  the  Control- 
ler's Payroll/Personnel  Services  Division  (PPSD),  the  Timeroll  Audit  Unit 
is  concerned  primarily  with  the  establishment  and  maintenance  of  person- 
nel records,  the  auditing  of  Personal  Action  Reports  (PAR's)  and  Excep- 
tion Reports  for  City  and  County  agencies,  the  approval  of  permanent  and 
temporary  requisitions,  and  the  maintenance  of  a  citywide  position  control 
system.  It  is  anticipated  that  eventually  all  personnel  record  keeping  will 
be  computerized  by  PPSD. 
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TIMEROLL  AUDIT  PROGRAM  OUTPUTS 

FISCAL  YEAR  1989-90 

PAR'S  Audited 

36,749 

Exception  Reports  Audited 

18,537 

Requisitions  Approved 

7,041 

Personnel  Transactions  Recorded 

39,769 

(i.e.  appointments,  separations, 

reassignments,  in-lieu  payments. 

leaves,  suspensions). 
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EXAMINATION  DIVISION 


The  Civil  Service  Examination  Division  is  responsible  for  the  develop- 
ment and  administration  of  employee  selection  programs  for  virtually  all 
municipal  job  classifications.  These  programs  are  administered  under 
extensive  and  complex  professional  and  legal  standards  which  govern  the 
technical  aspects  of  employee  testing  as  well  as  articulate  merit  and  equal 
employment  opportunity  principles. 


QYERYIEW 

Development  of  selection  procedures  begins  with  a  thorough  job  analysis. 
This  process  involves  surveying  workers  and  their  supervisors,  and  ob- 
serving workers  actually  performing  their  job  duties,  complemented  by 
numerous  meetings  with  subject  matter  experts.  The  purpose  of  these 
activities  is  to  obtain  a  clear  and  well-documented  picture  of  the  duties  of 
each  job  classification,  and  to  identify  the  type  and  level  of  knowledge, 
skills,  and  abilities  necessary  to  successfully  perform  those  duties. 

Upon  completion  of  the  job  analysis,  an  examination  plan  is  developed 
based  on  the  decisions  made  regarding  the  most  effective  method  to  test 
applicants  in  order  to  determine  whether  they  possess  the  knowledge, 
skills,  and  abilities  needed  for  successful  job  performance.  Examination 
plans  identify  the  type  of  test  instruments  to  be  used  and  describe  the 
relationships  between  test  content,  rating  guidelines  and  job  duties.  De- 
velopment of  the  examination  plan  is  a  critical  step  in  ensuring  that  the 
test  instruments  are  job-related  and  valid. 

After  completion  of  the  examination  plan,  an  examination  announcement 
is  issued  which  primarily  describes  the  duties  of  the  job  classification,  the 
minimum  qualifications,  and  the  type  and  value  of  each  test.  Applications 
which  have  been  received  from  interested  persons  are  reviewed  to  ensure 
that  only  qualified  applicants  proceed  to  the  testing  process. 

The  testing  process  commences  once  the  screening  of  applications  is 
complete.  A  variety  of  test  formats  may  be  used,  including  multiple 
choice  tests,  oral  interviews,  performance  tests,  physical  agility  tests,  and 
assessment  center  exercises.  The  specific  format  and  combination  of  tests 
used  are  predicated  on  the  requirement  to  representatively  sample  the 
important  aspects  of  the  particular  job  classification,  while  taking  into 
consideration  issues  related  to  economy,  practicality  and  fairness. 
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Upon  completion  of  testing,  an  eligible  list  is  published  which  contains 
the  names  of  all  candidates  who  successfully  completed  all  stages  of  the 
process.  The  candidates  are  listed  in  rank  order  according  to  their  total 
test  scores  which  may  include  additional  points  they  may  have  earned  for 
seniority,  job  performance  and/or  prior  military  service.  In  most  cases, 
the  work  of  the  Examination  Unit  is  completed  once  an  eligible  list  has 
been  adopted. 

PROGRAM  DESCRIPTION 

Over  a  period  of  years,  the  Civil  Service  Commission  has  entered  into 
Memoranda  of  Understanding  with  various  operating  departments  for  the 
purpose  of  establishing  decentralized  Civil  Service  units.  These  units,  in 
turn,  provide  assistance  in  maintaining  examination  programs  for  job 
classifications  which  are  department  specific  (e.g.,  the  Department  of 
Public  Health  Decentralized  Examination  Unit  develops  and  administers 
examinations  for  Licensed  Vocational  Nurses,  Registered  Nurses,  Radio- 
logical Technicians,  etc.). 

The  Examination  Unit  is  currently  responsible  for  administering  employee 
selection  programs  for  more  than  1,100  job  classifications  involving  over 
17,000  positions.  The  decentralized  units  administer  selection  programs 
for  approximately  330  job  classifications  encompassing  10,000  positions. 
These  include  the  Police  Department  Consent  Decree  Examination  Unit 
and  the  Fire  Services  Examination  Unit,  which  operate  under  the  terms  of 
Consent  Decree  settlements  approved  by  the  United  States  District  Court. 
The  Fire  Services  Examination  Unit  is  housed  with  and  directly  managed 
by  the  Civil  Service  Examination  Unit. 

The  number  of  job  classifications  does  not  reflect  the  number  of  examina- 
tions that  need  to  be  developed  and  administered.  This  is  due  to  the  fact 
that  there  are  a  large  number  of  job  classifications  which  have  multiple 
specialty  areas.  Each  of  the  specialty  areas  requires  separate  testing 
procedures  which  results  in  establishing  multiple  and  separate  eligible  lists 
according  to  designated  specialty  for  a  single  classification.  For  example, 
the  computer  programming  and  systems  analyst  classification  series 
requires  separate  testing  procedures  corresponding  to  the  various  com- 
puter languages  and/or  operating  systems  applicable  to  the  diverse  base  of 
automated  information  processing  systems  used  by  the  City. 

With  the  exception  of  the  Police  Department  Consent  Decree  Examination 
Unit,  the  selection  programs  administered  by  all  of  the  other  decentralized 
Civil  Service  examination  units  are  subject  to  the  review  and  approval  of 
the  Civil  Service  Commission.  This  responsibility  has  been  delegated  to 
the  Program  Manager  of  the  Examination  Unit. 
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PROGRAM  PERFORMANCE 

For  Fiscal  Year  1989-90,  as  compared  to  Fiscal  Year  1988-89,  the  number 
of  eligible  lists  adopted  and  number  of  eligibles  on  the  lists  produced  by 
each  of  the  various  selection  programs  are  as  follows: 


CIVIL  SERVICE  EXAMINATION  UNIT 

PROGRAM  PERFORMANCE 

FISCAL  YEAR  1988-89 

FISCAL  YEAR  198990 

UNIT 

LLSTS 

ELIGIBLE 

LLSTS 

EUtfJUBLES 

AIRPORT 

12 

260 

10 

116 

CSC 

156 

3,805 

182 

6,041 

FIRE 

3 

1,645 

1 

83 

POLICE 

0 

0 

1 

320 

PUC 

10 

266 

22 

454 

RETIREMENT 

2 

6 

5 

41 

DSS 

1 

57 

11 

979 

DPH 

121 

1,012 

136 

1,418 

TOTAL 

305 

7,051 

368 

9,452 

On  a  Citywide  basis,  the  difference  in  the  levels  of  production  for  the 
examination  program  between  FY  1989-90  and  FY  1988-89  represents  a 
21%  increase  in  the  number  of  eligible  lists  adopted  and  a  34%  increase  in 
the  number  of  eligibles  on  those  lists. 

The  CSC  Examination  Unit  achieved  a  17%  increase  in  the  number  of 
eligible  lists  adopted  and  a  59%  increase  in  the  number  of  eligibles  on 
those  lists.  This  increase  occurred  despite  the  fact  that  staffing  was  at  ap- 
proximately 75%  of  the  budgeted  level,  due  to  attrition  of  personnel 
analysts  resulting  from  transfers  and/or  promotions  to  other  units  or 
departments,  for  most  of  Fiscal  Year  1989-90. 

The  lists  adopted  cover  a  wide  variety  of  municipal  occupations  at  man- 
agement, journey,  and  entrance  levels.  These  lists  included  accountants, 
engineers,  transit  personnel,  planners,  clerical  support,  data  processing 
programmers  and  systems  analysts,  health,  cultural,  crafts,  and  firefighter 
classifications.  This  rather  wide  range  of  job  types  is  indicative  of  the 
variety  of  services  provided  by  the  City  and  County  of  San  Francisco. 
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PROGRAM  ISSUES  AND  PROTECTED  ACTIVITIES 

During  Fiscal  Year  1989-90,  the  Civil  Service  Examination  Unit  faced  a 
backlog  of  over  370  job  classifications  for  which  examinations  were 
needed.  This  included  classifications  for  which  there  was  either  no  cur- 
rent lists  of  eligibles  available  for  employment  or  the  current  eligible  lists 
would  expire  within  the  next  twelve  months. 

This  backlog  is  the  result  of  the  shortage  of  professional  staff  required  to 
handle  the  continuing  increase  in  the  number  of  job  classifications,  as  well 
as  designated  specialty  areas  in  job  classifications  within  the  Civil  Service 
classification  structure. 

During  Fiscal  Year  1983-84,  there  were  43  professional  staff  members 
responsible  for  developing  and  administering  employment  tests.  By  Fiscal 
Year  1989-90,  due  to  gradual  budget  reductions  and  ultimately  a  large 
number  of  layoffs  at  the  the  end  of  Fiscal  Year  1988-89,  the  Examination 
Unit  had  only  29  professional  staff  performing  these  functions. 

Consequently,  in  an  attempt  to  produce  the  greatest  impact  with  limited 
resources,  the  Examination  Unit  gave  priority  in  the  scheduling  of  exami- 
nations to  job  classifications  in  which  there  were  five  or  more  budgeted 
positions.  This  action  resulted  in  a  significant  number  of  job  classifica- 
tions in  which  there  were  less  than  five  positions  being  filled  with  provi- 
sional employees. 

Given  that  many  of  these  job  classifications  were  at  the  management  level 
and  thus  could  be  viewed  as  promotional  in  nature,  this  practice  gave  rise 
to  a  number  of  concerns.  Provisional  employees  are  not  entitled  to  em- 
ployment benefits  such  as  retirement  system  membership  and  salary 
increments  above  the  entrance  rate.  The  operating  departments  voiced 
strong  concerns  that  the  lack  of  benefits  affects  their  ability  to  recruit  and 
retain  qualified  employees.  Additionally,  since  provisional  employees  are 
appointed  without  having  participated  in  the  Civil  Service  examination 
process,  the  decisions,  procedures,  and  results  involving  the  selection  of 
provisional  employees  have  been  challenged  with  increasing  frequency 
and  vigor  on  the  basis  that  they  do  not  comport  to  merit  system  principles. 

Concerns  regarding  the  impact  of  the  classification  and  examination 
backlogs  prompted  the  Finance  Committee  of  the  Board  of  Supervisors  to 
conduct  a  series  of  hearings  on  the  matter  during  this  year.  In  response, 
the  Civil  Service  Commission  developed  a  multi-phase  Management 
Action  Plan  that  addressed  the  major  problems  affecting  the  City's  Civil 
Service  system  in  the  areas  of  classifications,  examinations,  compensation. 
recruitment,  and  training. 
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In  developing  the  Management  Action  Plan,  the  Examination  Unit  con- 
ducted a  Citywide  needs  analysis  involving  all  of  the  operating  depart- 
ments to  determine  the  number  and  types  of  job  classifications  for  which 
examinations  would  be  needed  during  Fiscal  Year  1990-91.  From  the 
information  collected,  a  Citywide  priority  schedule  of  examinations  was 
developed  which  will  serve  to  guide  the  Examination  Unit's  program 
activities  for  Fiscal  Year  1990-91. 

Although  the  Management  Action  Plan  was  viewed  favorably  by  the 
Mayor's  Office  and  Finance  Committee  of  the  Board  of  Supervisors,  the 
City's  financial  situation  precluded  allocation  of  the  full  resources  neces- 
sary to  implement  the  plan  in  its  entirety.  Nonetheless,  the  Fiscal  Year 
1990-91  budget  restored  14  professional  and  support  positions  to  the 
Examination  Unit. 

A  total  of  36  professional  staff  will  be  devoted  exclusively  to  developing 
and  administering  examinations  during  Fiscal  Year  1990-91.  This  should 
result  in  a  reduction  in  the  examination  backlog.  Additionally,  the  Exami 

nation  Unit  will  continue  the  process  begun  in  Fiscal  Year  1989-90  which 
identifies  and  implements  measures  to  improve  the  examination  process 
and  streamline  internal  procedures.  These  measures  include: 

1.        Assigning  the  responsibility  for  developing  and  administering 
examinations  for  entire  occupational  job  classification  series  to 
a  specific  team  of  analysts.  This  practice  will  enable  examina- 
tions to  be  administered  "top  down,"  i.e.,  the  highest  class  in 
the  series  first,  etc.,  thus  achieving  the  following  benefits: 

•  provide  the  operating  departments  with  greater  continu- 
ity in  filling  vacancies  resulting  from  promotions; 

•  establish  a  more  definite  schedule  of  promotional  exami- 
nations for  City  employees,  since  all  the  eligible  lists  for 
a  particular  occupational  series  will  expire  at  approxi- 
mately the  same  time;  and 

•  allow  exam  analysts  to  become  more  fluent  in  the  spe- 
cialized knowledge,  skills,  and  abilities  which  may  be 
particular  to  the  specific  occupational  job  series  for 
which  they  are  responsible. 
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The  Examination  Division  currently  has  four  general  examina- 
tion teams  each  consisting  of  approximately  seven  analysts. 

Establishing  three  specialized  examination  teams  dedicated 
exclusively  to  developing  and  administering  examinations  for 
specific  occupational  series  which,  for  a  variety  of  reasons,  the 
City  expects  an  on-going  need  to  administer  examinations  with 
great  frequency: 

a.  A  Data  Processing  Examination  Team  will  de- 
velop selection  procedures  for  the  data  processing 
and  information  management  job  classifications. 
This  team  will  participate  in  the  citywide  classifi- 
cation study  of  these  job  classifications  which  is 
being  initiated  during  Fiscal  Year  1990-91  and 
expected  to  be  completed  in  early  Fiscal  Year 
1991-92. 

It  is  anticipated  that  the  survey  will  result  in  an 
updated  classification  structure  which  is  suffi- 
ciently flexible  to  be  responsive  to  the  accelerated 
rate  of  technological  developments  affecting  data 
processing/information  management  occupations. 

b.  An  Engineering  Examination  Team  will  be  re- 
sponsible for  all  engineering  and  related  job 
classifications.  The  City  will  have  tremendous 
need  for  individuals  with  expertise  in  these  areas 
as  a  result  of  the  large  number  of  bond  funded 
projects  being  administered  in  the  near  future. 
These  projects  include  the  building  of  the  new 
Library,  extension  of  the  International  Terminal  at 
the  Airport,  and  earthquake  repair  and  renovation. 

c.  A  Clerical  Examination  Team  will  be  responsible 
for  all  clerical  job  classifications.  This  team  will 
administer  examinations  on  a  continuous  basis  for 
job  classifications  in  which  the  City  experiences 
difficulties  in  recruiting  and  retaining  qualified 
employees  (e.g.,  clerk  typists). 
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3.  Introducing  a  Technical  Support  Services  Team  which  will  be 
responsible  for  assessing  and  developing  new  job  analysis  and 
Examination  Unit  procedures.  Goals  for  Fiscal  Year  1990-91 
include: 

•  Revising  or  replacing  the  current  job  analysis  procedure  with  a 
methodology  that  is  more  state-of-the-art  technologically  and 
less  cumbersome  to  apply  and  maintain; 

•  Conducting  a  survey  of  City  department  officials,  managers 
and  employee  organizations  to  determine  ways  in  which  to 
improve  the  selection  procedures  currently  in  place;  and 
Training  examination  analysts  in  the  Civil  Service  and  Decen- 
tralized Examination  Units  in  the  use  of  the  new  job  analysis 
methodology,  development  of  assessment  center  selection 
procedures,  and  refinement  of  those  procedures  currently  in 
use. 

The  Civil  Service  Examination  Unit  has  achieved  a  significant  increase  in 
the  number  of  eligible  lists  produced  this  year  compared  to  the  previous 
year.  The  focus  for  Fiscal  Year  1990-91  will  be  placed  on  both  reducing 
the  formidable  backlog  and  enhancing  the  quality  of  the  testing  program. 
As  a  result  of  the  reorganization  of  the  Examination  Unit  and  the  restora- 
tion of  professional  staff,  we  expect  to  achieve  significant  progress  during 
the  next  year. 
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FIRE  SERVICES  EXAMINATION  UNIT 

The  Fire  Services  Examination  Unit  has  been  the  Fire  Department's 
examination  research,  development  and  administration  arm  since  the 
inception  of  the  Federal  Consent  Decree  in  1988.  The  unit  must  comply 
with  the  Court-mandated  schedule  of  entry  level  and  promotional  tests  and 
operate  under  the  constant  scrutiny  of  the  Consent  Decree  parties  and  the 
Court.  The  unit  is  responsible  for  conducting  job  analyses,  orientations 
and  training  sessions,  as  well  as  overseeing  the  activities  of  consultants 
retained  to  provide  expert  assistance  in  the  development  of  selection 
procedures.In  Fiscal  Year  1989-90,  the  unit  successfully  administered  two 
major  promotional  tests,  H30  Captain  and  H40  Battalion  Chief.  The 
testing  of  134  H30  candidates  and  69  H40  candidates  resulted  in  the 
adoption  of  the  H30  eligible  list  and  the  pending  adoption  of  the  H40 
eligible  list.  The  unit  also  administered  the  annual  H2  Firefighter  Physical 
Agility  Test,  which  resulted  in  the  hiring  of  96  recruits.  Since  the  unit's 
installation,  the  Fire  Department  has  consistently  exceeded  its  Equal 
Employment  Opportunity/Affumative  Action  hiring  goals. 

The  promotional  tests  administered  by  the  unit  in  Fiscal  Year  1989-90 
were  innovatively  designed  and  consisted  of  multiple  exercises  which 
included  the  use  of  fire  scene  simulations  via  videotape;  role  play  situ- 
ations; and  actual  building  inspections.  The  H30  test  featured  the  use  of 
training  equipment  which  was  later  introduced  for  actual  use  by  the  Fire 
Department. 

Finally,  the  unit  continued  its  support  role  to  the  Fire  Department  in  the 
research  and  drafting  of  personnel  policies,  and  the  dissemination  of 
testing-related  information  to  the  general  public. 
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MANAGEMENT  DEVELOPMENT  UNIT 

The  Management  Development  Unit  works  with  all  City  Departments  to 
design  and  implement  strategies  for  executive,  management,  supervisory, 
and  employee  development. 

In  the  past  fiscal  year,  the  Management  Development  Unit  continued  to 
deliver  training  programs  to  all  three  levels  of  management  on  a  citywide 
basis.  It  offered  special  versions  of  some  programs  to  individual  depart- 
ments in  response  to  specific  requests.  The  Unit  also  made  consulting 
services  available  to  help  other  units  and  departments  with  team  building 
and  organizational  development.  It  launched  a  needs  analysis  to  gather 
data  for  developing  a  new  basic  supervisory  training  program,  to  be 
introduced  in  the  second  quarter  of  the  1990-91  Fiscal  Year. 

MANAGEMENT  TRAIMNG  AND  DEVELOPMENT 

The  Management  Development  Unit  provided  training  to  947  Executives, 
Managers  and  Supervisors  in  Fiscal  Year  1989-90. 

Programs  for  Executives  and  Mid-Level  Managers  included: 

1)  Managing  Motivation  for  Performance  Improvement 

2)  Personality  Type  and  Management  Style 

3)  Behavioral  Events  Selection  Interview 

4)  Win-Win  Conflict  Resolution 

5)  Conflict  Management 
Programs  for  First  Line  Managers  were: 

1 )  Improving  Managerial  Effectiveness 

2)  Performance  Counseling 

3)  Performance  Appraisal 

4)  Planning  and  Time  Management 

5)  Stress  Management 
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MANAGEMENT  DEVELOPMENT  UNIT 

PROGRAM  OUTPUT 

FISCAL  YEAR  1989-1990 


Executives/Mid-Level  Managers 
Participants  in  9  Seminars  127 

First-Line  Managers 

Participants  in  56  Seminars  820 


CONSULTING  SERVICES 

The  Management  Development  Unit  provided  team  building  and  organ- 
izational development  services  to  units  in  five  departments  during  this  past 
year,  and  plans  to  expand  this  service  in  the  next  fiscal  year  to  support 
managers  in  building  teamwork  and  implementing  change  in  their  organi- 
zations. 

When  departments  requested  specialized  training  that  can  best  be  provided 
by  outside  consultants  on  a  one-time  basis,  the  Management  Development 
Unit  was  able  to  refer  them  to  consultants  who  have  been  evaluated  as 
effective  in  providing  services  to  public  sector  managers  and  employees. 

TRAINING  SUPPORT  SERVICES 

Management  Development  serves  as  a  resource  to  other  training  functions 
throughout  the  City  and  County.  The  Unit  is  prepared  to  support  all 
Departments  with  help  in  design  and  presentation  skills  training  for 
managers  and  others  who  do  training  as  part  of  their  jobs.  The  Manage- 
ment Development  Unit  also  shares  such  resources  as  training  videotapes, 
books,  and  other  publications  with  the  larger  training  community. 

PERFORMANCE  APPRAISAL 

The  Management  Development  Unit  continued  to  support  the  Perform- 
ance Appraisal  System,  offered  training  to  managers  in  Performance 
Counseling  and  Appraisal,  consulted  with  departments  on  how  to  imple- 
ment the  program,  and  served  as  a  resource  for  managers  and  employees 
with  questions  about  Perfonnance  Appraisal  guidelines. 
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TUITION  REIMBURSEMENT 

Four  hundred  and  thirty  seven  employees  qualified  for  tuition  reimburse- 
ment during  Fiscal  Year  1989-90,  under  the  provisions  of  Civil  Service 
Commission  Rule  28.  The  Management  Development  Unit  approved 
requests  totalling  $83,000  for  full-time  permanent  employees  of  the  City 
and  County  of  San  Francisco  and  the  School  District.  The  funds  paid  for 
job-related,  accredited  training  that  developed  employees  for  continued 
performance  in  their  current  jobs  or  helped  qualify  them  for  advancement. 

NEW  PROGRAMS  DEVELOPMENT 

In  the  last  quarter  of  the  year,  following  the  appointment  of  a  new  direc- 
tor, the  Management  Development  Unit  launched  a  Citywide  Needs 
Analysis  to  determine  management  training  needs  and  gather  data  for  new 
program  design. 

In  the  new  year,  the  Unit  will  work  closely  with  each  Department  to 
design  and  deliver  new  training  programs  and  services  that  are  linked  to 
the  Department's  overall  strategy. 

Among  the  course  offerings  will  be  a  new  basic  skills  program  for  first 
line  supervisors,  a  transition  workshop  for  those  who  have  just  been 
promoted  to  their  first  supervisory  assignment,  and  an  Orientation  Pro- 
gram for  managers  who  are  new  to  the  City  and  County. 

As  a  result  of  the  Needs  Analysis,  the  Performance  Appraisal  System  will 
be  updated,  and  training  in  its  use  will  become  an  integral  part  of  the  basic 
supervisory  training  program. 

Finally,  Management  Development  will  increase  delivery  of  training  and 
consulting.  By  using  a  combination  of  staff  trainers  and  volunteer  manag- 
ers, the  number  of  course  offerings  and  other  services  to  all  Departments 
will  increase  significandy. 


29 


civil  service  commission 


Annual  Report  1989-1990 


EQUAL  EMPLOYMENT  OPPORTUNITY 

UNIT 


The  Equal  Employment  Opportunity  (EEO)  Unit  administers  affirmative 
action  programs  to  increase  the  representation  of  women  and  minorities  in 
the  City  and  County's  work  force  to  reflect  the  composition  of  the  San 
Francisco  available  labor  market.  In  the  past  year,  the  EEO  Unit  contin- 
ued outreach  and  recruitment  efforts,  assisted  departments  in  updating 
affirmative  action  programs,  monitored  provisional  hiring,  and  admini- 
stered special  programs. 

The  EEO  Unit  also  enforces  equal  employment  opportunity  by  investigat- 
ing complaints  of  discrimination,  reviewing  examination  plans  and  an- 
nouncements, developing  and  conducting  training  for  supervisors,  and 
compiling  work  force  reports. 

In  Fiscal  Year  1989-90,  the  EEO  Unit  assisted  various  departments  in 
updating  their  departmental  affirmative  action  plans.  Staff  continued  to 
provide  technical  assistance  to  departments  in  the  implementation  of 
affirmative  action  programs.  EEO  Unit  staff  coordinated  the  implementa- 
tion of  a  policy  which  allows  for  language  diversity  in  the  workplace. 

OUTREACH  AND  RECRUITMENT 

The  EEO  Unit  conducted  affirmative  action  outreach  activities  to  recruit 
minorities  and  women  for  32  Civil  Service  examinations.  During  the  past 
year,  the  Unit's  recruitment  efforts  were  largely  concentrated  on  increas- 
ing the  representation  of  minorities  in  entry  and  joumey-level  professional 
positions  (Programmer  Analyst  Trainee,  Assistant  Personnel  Analyst, 
Librarian,  Junior  Civil,  Electrical,  Mechanical  Engineers,  Purchaser, 
Probation  Officer,  Assistant  Recreation  Director).  Additionally,  the  EEO 
Unit  continued  efforts  to  increase  the  representation  of  women  and  mi- 
norities in  blue  collar  jobs  (Painter,  General  Laborer,  Automotive  Me- 
chanic, Electronic  Maintenance  Technician,  Deputy  Sheriff).  Special 
efforts  were  also  made  to  work  with  community  organizations  in  recruit- 
ing applicants  for  clerical  examinations. 

EEO  Unit  staff  also  assisted  departments  in  the  recruitment  and  referral  of 
targeted  candidates  to  fill  their  non-civil  service  vacancies  in  the  absence 
of  eligible  lists.  Recruitment  was  done  for  such  positions  as  Student 
Engineering  Trainee,  Electrician,  clerical  staff,  and  in  the  Management 
Information  Systems  Specialist  series. 
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In  the  area  of  community  outreach,  EEO  Unit  staff  attended  and  coordi- 
nated City  departments'  attendance  at  job  fairs  and  conferences  sponsored 
by:  the  University  of  California,  Berkeley;  San  Jose  State  University;  Bay 
Area  Urban  League;  Personnel  Management  Association  of  Aztlan; 
Hispanic  Engineers  and  Scientists  student  organization;  and  Black  Engi- 
neering and  Science  student  association;  Mayor's  Committee  for  Employ- 
ment of  Disabled  Persons;  Stanford  University;  and  SF  Roundtable  Em- 
ployers' Advisory  Committee. 

EMPLOYMENT  OF  DISABLED  INDIVIDUALS 
(RULE  34  PROGRAM) 

The  Program  for  the  Exempt  Employment  of  Individuals  with  Severe 
Disabilities  was  implemented  in  Fiscal  Year  1986-1987  pursuant  to  Civil 
Service  Commission  Rule  34.  Under  this  Rule,  a  department  may  choose 
to  designate  an  entry-level  position  to  be  filled  on  a  competitive  basis  by 
an  individual  who  meets  the  position's  minimum  qualifications  and  has  a 
severe  disability.  The  individual  selected  for  the  position  is  exempt  from 
Civil  Service  testing  and  after  one  full  year  of  satisfactory  performance  is 
then  advanced  to  regular  permanent  Civil  Service  status. 

The  Rule  34  Program  is  dependent  on  a  close  working  relationship  with 
both  the  State  Department  of  Rehabilitation  and  the  Veteran's  Administra- 
tion who  certify  individuals  for  inclusion  into  this  program.  Additionally, 
the  State  also  provides  assistance  with  regard  to  reasonable  accommoda- 
tion and  technical  information  on  specific  disabilities.  Applicants  for  Rule 
34  position  vacancies  are  referred  by  over  70  community-based  agencies 
within  the  Bay  Area  disabled  community. 

The  EEO  Unit  is  responsible  for  the  City  wide  coordination  of  the  Rule  34 
Program.  In  this  role,  EEO  Unit  staff  maintains  close  contact  with  organi- 
zations in  the  disabled  community,  state  and  federal  agencies,  and  City 
departments  to  advocate  for  the  employment  of  individuals  with  disabili- 
ties. Although  the  City  does  not  have  formal  affirmative  action  goals  for 
individuals  with  disabilities,  in  this  fiscal  year  the  EEO  Unit  and  the 
Office  of  the  Mayor  increasingly  stressed  the  importance  for  the  participa- 
tion of  all  City  departments  in  this  Program. 

Additionally,  all  individuals  entering  City  employment  via  the  Rule  34 
Program  and  their  managers  receive  orientations  from  EEO  Unit  staff  on 
the  Program  and  other  issues  related  to  the  employment  of  people  with 
disabilities.  EEO  Unit  staff  ensures  that  individuals  in  the  Rule  34  Pro- 
gram and  their  employer  departments  have  the  information  and  tools 
necessary  to  have  a  successful  and  productive  work  relationship. 
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The  Rule  34  Program  made  major  strides  in  this  fiscal  year.  Twenty-four 
(24)  individuals  gained  employment  via  the  Rule  34  Program  and  seven 
(7)  individuals  transitioned  to  permanent  Civil  Service  status.  Addition- 
ally, several  individuals  who  gained  employment  via  the  Program  success- 
fully competed  in  Civil  Service  examinations  and  were  promoted  to  senior 
or  supervisory  classifications.  Since  its  inception,  a  total  of  ninety-two 
(92)  people  and  sixteen  (16)  City  departments  have  participated  in  the 
Rule  34  Program. 

Staff  of  the  EEO  Unit  actively  participated  on  the  Mayor's  Task  Force  on 
the  Disabled  to  prepare  a  work  plan  which  addresses  employment  issues 
of  disabled  persons  in  the  City  and  County  work  force. 

ANNQUCEMENT  REVIEWS 

The  EEO  Unit  reviews  Civil  Service  examination  announcements  for 
compliance  with  equal  employment  opportunity  guidelines  to  ensure 
against  negative  impact  on  minority  and  female  applicants  and  to  deter- 
mine special  recruitment  needs.  This  year,  132  examination  announce- 
ments were  reviewed. 

WOMEN'S  EMPLOYMENT  PROGRAM 

The  objective  of  the  Women's  Employment  Program  is  to  increase  the 
representation  of  women  in  positions  that  have  traditionally  been  held  by 
men.  Program  activities  involve  conducting  targeted  recruitment  of 
women  for  classes  where  women  are  severely  underrepresented,  counsel- 
ing, and  advising  individuals  of  application,  examination  and  certification 
procedures. 

EEO  Unit  staff  monitors  appointments  in  targeted  classifications  when 
women  are  certified  from  eligibility  lists.  Departments  are  reminded  of 
their  affirmative  action  goals  and  are  encouraged  to  appoint  women.  If  a 
woman  is  not  selected,  departments  are  required  to  submit  written  justifi- 
cation for  their  action. 

Another  major  component  of  the  Program  includes  retention  of  female 
employees  in  targeted  classifications.  Retention  activities  include  con- 
ducting site  visits  of  departmental  facilities  to  ensure  that  work  sites  are 
free  from  inappropriate  materials  and  are  adequate  for  female  workers. 
Site  visits  were  made  at  Public  Works,  Public  Health,  Municipal  Railway. 
Recreation  and  Parks,  Recorder's  Office,  Police,  Adult  Probation,  Airport 
Sewage  Plant,  and  Juvenile  Probation. 
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Other  ongoing  retention  activities  include  the  distribution  of  a  quarterly 
Newsletter  to  over  1,000  female  employees,  as  well  as  counseling  and 
support  services  to  female  employees  and  applicants.  EEO  Unit  staff 
provides  information  on  policies  and  procedures,  and  assists  in  problem 
resolution  by  working  with  department  and  union  representatives  and  the 
Commission  on  the  Status  of  Women  in  resolving  these  concerns. 

In  the  past  fiscal  year,  the  EEO  Unit  completed  a  video  series  on  women 
in  the  workplace,  featuring  City  employees  in  various  occupations.  The 
videos  will  be  used  as  training  tools  which  emphasize  the  changing  work 
force  and  the  issues  that  arise  in  supervising  women  in  job  fields  that  have 
traditionally  been  held  by  men. 

DISCRIMINATION  COMPLAINTS 

The  Equal  Employment  Opportunity  Unit  administers  Civil  Service 
Commission  Rule  1.03(F)  which  provides  a  mechanism  for  the  internal 
resolution  of  discrimination  complaints  filed  by  City  and  County  employ- 
ees and  applicants  for  employment.  In  the  past  fiscal  year,  a  total  of 
eighty-six  (86)  discrimination  complaints  were  filed  pursuant  to  Rule 
1.03. 

The  EEO  Unit  also  serves  as  the  central  agency  for  the  receipt  and  trans- 
mittal of  discrimination  complaints  filed  with  the  U.S.  Equal  Employment 
Opportunity  Commission  and  the  California  Department  of  Fair  Employ- 
ment and  Housing.  During  the  fiscal  year,  88  EEOC/DFEH  complaints 
were  filed  against  the  City  and  County  of  San  Francisco. 

The  EEO  Unit  provided  technical  assistance  to  departments  on  the  investi- 
gation and  settlement  of  discrimination  charges.  Staff  also  assisted  the 
Offices  of  the  Mayor  and  City  Attorney  in  the  preparation  of  responses  to 
lawsuits  and  administrative  complaints. 

EEO  TRAINING 

During  Fiscal  Year  1989-90,  approximately  800  managers  and  supervisors 
participated  in  EEO  workshops  and  conferences  covering  such  areas  as 
sexual  harassment  prevention,  Rule  34  and  reasonable  accommodation  for 
handicapped  individuals,  managing  a  diverse  work  force,  and  landmark 
Supreme  Court  cases  directly  influencing  affirmative  action  and  equal 
employment  opportunity. 
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The  largest  number  of  participants  attended  the  two  conferences, 
Managing  A  Diverse  Work  Force,  held  in  February  and  June  1990.  A 
total  of  424  participants  attended  workshops  which  covered  such  topics  as 
managing  prejudices,  cross  cultural  communication,  cross  cultural  man- 
agement, and  the  impact  of  culture  on  the  workplace. 

Training  was  provided  to  supervisors  and  managers  to  improve  their 
working  knowledge  of  EEO/AA  laws  and  regulations,  to  promote  preven- 
tative management  skills,  to  encourage  the  managers'  active  participation 
in  a  discrimination-free  work  environment,  and  to  sensitize  managers  to 
the  issues  facing  a  work  force  rapidly  changing  in  its  makeup. 

BILINGUAL  PROGRAMS 

Activities  in  this  program  area  increased  significandy  this  past  year, 
probably  due  to  the  increased  multicultural  diversity  in  the  San  Francisco 
population.  Many  City  departments  have  identified  the  need  to  provide 
services  in  languages  other  than  English  and  are  becoming  increasingly 
more  responsive  to  new  and  previously  unmet  language  needs  of  the  San 
Francisco  public.  Employing  bilingual  persons  in  public  contact  positions 
ensures  equal  access  to  City  services. 

The  EEO  Unit  received  229  requests  from  departments  to  add  language 
requirements  to  specific  positions.  Each  request  was  submitted  with  an 
explanation  of  the  need  and  documentation  to  substantiate  the  need.  The 
EEO  Unit  reviewed  each  request  to  determine  that  the  addition  of  the 
language  requirement  was  justified. 

The  EEO  Unit  also  administered  200  language  examinations  to  individu- 
als who  are  selected  for  bilingual  positions  to  assure  a  minimum  level  of 
proficiency.  Bilingual  proficiency  examinations  were  administered  in: 
American  Sign  (1),  Cantonese  (55),  Italian  (1),  Japanese  (2),  Mandarin 
(4),  Russian  (41),  Spanish  (69),  Tagalog  (2),  and  Vietnamese  (25). 

ORAL  AUTHORIZATIONS 

The  Civil  Service  Commission's  EEO  Unit  continues  to  receive  and 
review  requests  from  departments  to  make  temporary  appointments  when 
there  is  no  available  eligible  list.  Each  request  is  monitored  for  an  ap- 
proved requisition,  availability  of  candidates  from  eligible  lists  or  exami- 
nation applicant  pools,  qualifications,  employment  restrictions  on  the 
candidate,  and  most  importantly,  for  affirmative  action  compliance. 
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In  fiscal  year  1989-1990,  3631  authorizations  for  provisional  employ- 
ments were  approved.  Of  these  appointments,  53.6%  were  women  and 
62.8%  were  minorities. 

EEO  REPORTS 

The  EEO  Unit  continues  to  coordinate  work  force  composition  data  and 
EEO  reports  for  state  and  federal  reporting,  affirmative  action  plans, 
recruitment  targeting,  and  numerous  other  uses.  Reports  on  Civil  Service 
employments  are  prepared  by  classification,  status,  race/ethnicity,  gender, 
department,  and  occupation.  Special  reports  were  also  prepared  at  the 
requests  of  members  of  the  Board  of  Supervisors,  Mayor's  Office,  City 
Attorney's  Office,  and  several  regulatory  agencies. 
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APPOINTMENTS  BY  STATUS,  RACE/ETHNICITY, 

AND  GENDER 

July  1,  1989  -  June  30,  1990 


Certified 
Permanent 

Certified 
Temporary 

Limited 
Tenure 

Non-Civil 
Service 

Total 

Race/Ethnicitv 

White 

1114 

37.2% 

66 

32.4% 

359 

37.4% 

1354 

37.3% 

2893 

37.2% 

Black 

604 

20.2% 

61 
29.9% 

167 

17.4% 

662 
18.2% 

1494 
19.2% 

Hispanic 

320 
10.7% 

27 
13.2% 

152 

15.8% 

521 
14.3% 

1020 
13.1% 

Asian 

531 

17.7% 

31 

15.2% 

163 

17.0% 

604 
16.6% 

1329 
17.1% 

Filipino 

424 
14.2% 

18 

8.8% 

116 

12.1% 

472 
13.0% 

1030 
13.2% 

Amer  Indian 

0 
0.0% 

1 

0.5% 

2 
0.2% 

18 

0.5% 

21 
0.3% 

Gender 

Male 

1509 
50.4% 

141 
69.1% 

462 

48.2% 

1686 
46.4% 

3798 
48.8% 

Female 

1484 
49.6% 

63 
30.9% 

497 
51.8% 

1945 
53.6% 

3989 
51.2% 

TOTAL 


2993 


204 


959 


3631 


7787 
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ADMINISTRATION  AND  SUPPORT 
SERVICES  DIVISION 

The  Administrative  and  Support  Services  Division  consists  of  the  office  of 
the  Assistant  Secretary,  Civil  Service  Commission;  the  Civil  Service 
Commission  Business  Management  Unit;  the  In-Service  Activities  Unit; 
the  Management  Information  Services  Unit;  the  Civil  Service  Certifica- 
tion Unit;  and  the  Civil  Service  Mail  and  Reproduction  Unit. 

ASSISTANT  SECRETARY.  CIVIL  SERVICE  COMMISSION 

The  Office  of  the  Assistant  Secretary  provides  administrative  services  for 
the  Civil  Service  Commission  and  to  the  Commissioners,  provides  infor- 
mation on  the  application  of  Civil  Service  Rules,  policies  and  procedures 
to  City  Departments,  employees  and  the  public.  This  unit  also  provides 
information  on  the  Civil  Service  provisions  of  the  Charter.  This  unit  is 
responsible  for  preparing  the  agenda  and  minutes  for  Civil  Service  Com- 
mission meetings,  maintaining  Civil  Service  Commission  records,  im- 
plementation of  Civil  Service  Commission  actions,  and  processing  of 
terminations  and  dismissals. 

CIVIL  SERVICE  COMMISSION  BUSINESS  MANAGEMENT 
UNIT 

The  Civil  Service  Commission  Business  Management  Unit  coordinates  the 
annual  Commission  budget;  monitors  and  forecasts  expenditures;  prepares 
supplemental  budget  requests  and  justifications;  processes  and  monitors 
interdepartmental  work  orders,  personnel  services  contracts,  leases, 
purchasing  and  fiscal  documents,  payroll  and  personnel  transactions  for 
Civil  Service  Commission  employees,  Civil  Service  Commission  position 
control;  and  maintains  personnel  records  of  Civil  Service  Commission 
employees. 

US-SERVICE  ACTIVITIES  UNIT 

The  In-Service  Activities  Unit  reviews  and  approves  or  recommends  on  a 
wide  variety  of  personnel  matters,  including  disability  transfers,  leaves  of 
absence,  reductions  in  force,  and  other  issues  which  clearly  do  not  fall 
within  the  jurisdiction  of  other  Civil  Service  offices.  In  addition,  this 
section  develops  and  revises  personnel  practices,  policies,  rules,  forms, 
and  procedures.  Unit  staff  represents  the  Civil  Service  Commission  in 
meet  and  confer  negotiations  with  employee  organizations. 
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This  unit  prepares  staff  reports  on  behalf  of  City  departments  for  limited 
tenure  appointments;  extension  of  holdover  rights;  status  grants;  near  list 
appointments;  non-civil  service  (provisional)  separations;  and  medical, 
criminal,  and/or  background  rejections. 


For  Fiscal  Year  1989-90,  27  disability  transfers  were  arranged.  These 
transfers  involved  the  participation  of  twenty  City  departments,  including 
Rent  Arbitration,  Fine  Arts  Museum,  Animal  Care  and  Control,  and 
Recorder,  as  well  as  most  large  Departments.  Returning  transferees  to 
employment  benefits  the  employees,  their  new  departments  and  the  City 
as  a  whole,  and  represents  a  significant  savings  of  Workers'  Compensa- 
tion payments. 


DISABILITY  TRANSFER  PROGRAM 

No.  of 

Transferees    From  Class 

To  Class 

15           9163  Transit  Operator 

5  -  9102  Transit  Car  Cleaner 

2  -  2903  Eligibility  Worker 

1  •  1202  Personnel  Clerk 

1  -  1404  Clerk 

1  - 1424  Clerk  Typist 

1  - 1426  Senior  Clerk  Typist 

1  -  1468  Water  Services  Clerk 

1  -  8324  Beautician 

1  -  8226  Museum  Guard 

1  -  9122  Transit  Information  Clerk 

1             8202  Security  Guard 

1  -  1404  Clerk 

3             2708  Custodian 

2-1404  Clerk 

1  - 1424  Clerk  Typist 

1             1426  Clerk  Typist 

1  •  1426  Clerk  Typist 

1             7344  Carpenter 

1  •  2998  Rep.,  Comm  on  the  Status 

of  Women 

1             3417  Gardener 

1  -  1426  Senior  Clerk  Typist 

1             2424  X-Ray  Lab.  Aide 

1  -  1424  Clerk  Typist 

1             8320  Counselor,  Juv.  Ct. 

1  -  2910  Social  Worker 

2             2302  Orderly 

1  -  1434  Shelter  Service  Rep. 

1  -  1404  Clerk 

1              1404  Clerk 

1  -  2708  Custodian 
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MANAGEMENT  INFORMATION  SERVICES  UNIT 

The  Civil  Service  Commission  operates  information  systems  in  a  distrib- 
uted environment  of  mini  and  micro  computers  with  wider  network  access 
to  a  limited  number  of  other  departments.  The  Management  Information 
Services  section  is  responsible  for  application  development  and  informa- 
tion center  services  and  operations.  Every  unit  in  the  department  partici- 
pates in  a  least  one  of  the  major  applications  developed  by  Management 
Information  Services  section. 

PAY  EQUITY 

During  those  years  in  which  the  City  negotiates  pay  equity  agreements 
with  its  employee  organizations,  significant  Management  Information 
Services  resources  are  dedicated  to  the  Salary  and  Labor  Relations  Unit  to 
assist  in  the  preparation  of  ad  hoc  analyses  and  finally  in  developing  a 
methodology  for  computing  both  standardization  and  the  non-salary 
benefits  negotiated. 

SENIORITY  ROSTERS 

Building  on  projects  undertaken,  a  regular  program  for  the  maintenance 
and  distribution  of  seniority  rosters  to  operating  departments  was  imple- 
mented in  Fiscal  Year  1989-90. 


As  a  result  of  reductions  in  the  departmental  budget  for  Fiscal  Year  1989- 
90,  operations  were  consolidated  into  two  facilities.  Major  modifications 
to  the  department's  configuration  of  processors,  physical  plant  and  net- 
work were  required  to  support  this  change. 

The  decentralized  testing  units  of  the  Department  of  Public  Health  and  the 
Public  Utilities  Commission  were  added  to  the  Commission's  data  proc- 
essing network.  Plans  for  1990-91  include  expanding  the  network  to  the 
Department  of  Social  Services  and  extending  to  network  users  the  func- 
tionality of  the  Commission's  Applicant  Tracking  system. 
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The  installed  inventory  of  significant  data  processing  applications  include: 

Affirmative  Action  Planning 

Appointment  Processing 

Annual  Salary  Ordinance 

Certification  Tracking 

Certification  Tracking 

Commission  Actions  Restricting  Future  Employment 

Eligible  Inventory 

Examination  Status 

Pay  Equity  Analysis 

Payroll  Exception  Auditing 

Position  Control 

Requisition  Inventory 

Salary  Standardization  Ordinance 

Salary  Survey 


CERTIFICATION  UNIT 

The  Certification  Unit  maintains  and  canvasses  Civil  Service  registers  of 
eligibles  (eligible  lists).  When  a  personnel  requisition  is  received  in  the 
Certification  Unit,  the  eligible  list  for  the  class  requested  is  canvassed  and 
the  name  or  names  of  the  eligibles  under  the  "Rule  of  Three"  -  the  names 
of  the  three  highest  ranking  eligibles  is  certified  -  or  by  selective  certifica- 
tion are  sent  or  "certified"  to  the  appointing  officer  for  consideration  to 
fill  the  vacancy.  When  an  eligible  is  appointed,  the  Certification  Unit 
validates  the  appointment. 

Comparing  the  key  activity  measurements  of  the  Certification  Unit  from 
Fiscal  Year  1989/90  to  1990/91  reveals  a  3%  increase  in  eligibles  certi- 
fied, 16%  increase  in  appointments  validated  and  14%  increase  in  separa- 
tions recorded. 

The  Certification  Unit  also  processed  the  transfer  of  function  of  450 
employees  from  the  Tax  Collector's  Office,  the  Department  of  Public 
Works,  and  the  Police  Department  to  the  newly  created  Department  of 
Parking  and  Traffic. 
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CERTIFICATION 

PROGRAM  OUTPUTS 

FISCAL  YEAR  1989-90 

Eligible*  Certified 

10,272 

Appointments  Validated 

7379 

Separations  Recorded 

6383 

Number  of  New  Lists 

368 

Number  of  Eligible*  on  New  Lists 

9,452 

Number  of  AD  Active  Lists 

908 

Number  of  Kligibles  on  All  Lists 

20,173 

MAIL  AND  REPRODUCTION  UNIT 


The  Mail  and  Reproduction  Unit  is  an  in-plant  printing  and  distribution 
center  for  the  Civil  Service  Commission  and  is  responsible  for: 


Printing  forms,  examinations,  reports,  training  materials  and 
employment  information,  etc. 

Disseminating  official  Civil  Service  Commission  policy 
documents,  business  materials,  and  employment  information  to 
City  departments,  examination  candidates,  employees,  em- 
ployee organizations,  public,  and  governmental  agencies. 

Picking  up  inter-department  business  materials,  sorting,  and 
delivering  to  proper  destinations.  These  destinations  include: 
Civil  Service  Commission  Units,  Civil  Service  Commissioners 
,and  City  Departments. 

Processing  and  distributing  incoming  mail. 

Picking  up,  sorting,  and  expediting  outgoing  mail. 


MAIL  DISTRIBUTION  - 

1989-1990  FISCAL  YEAR 

U&MAIL 

NO.  OF  PIECES 

Incoming 

19,953 

Outgoing 

33,621 

Inter-Departmental  Mail 

77,356 

(CSC  -  City  Departments) 
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REPRODUCTION  OUTPUT 

FISCAL  YEAR  1989-1990 

NO.  OF 

PRINTING 

PERCENT 

UNIT/DIVISION 

IMPRESSIONS 

OF  WORK 

Administrative  Services 

599,622 

32.5 

Certification 

81,650 

4.4 

Classification 

7,200 

.4 

Equal  Employment  Opportunity 

13,160 

.7 

Salary 

21,160 

1.2 

Timeroll  Audit 

20,000 

1.1 

Training 

16,306 

.9 

Management  Information  Services 

28,186 

1.5 

Subtotal: 

787,284 

42.7 

EXAMINATION  UNITS 

Civil  Service  Commission 

940,250 

50.9 

Airport  (decentralized) 

7,700 

.4 

Public  Health  (decentralized) 

109,178 

5.9 

Social  Services  (decentralized) 

11,580 

.6 

Subtotal: 

1,057,128 

57.3 

GRAND  TOTAL: 

1.844,412 

100.0 
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PUBLIC  HEALTH  DECENTRALIZED 
PERSONNEL  UNIT 


The  Department  of  Public  Health  Decentralized  Civil  Service  Unit  is 
responsible  for  administering  the  examination,  recruitment,  and  classifica- 
tion programs  for  the  Department  of  Public  Health. 

THE  EXAMINATION  AND  RECRUITMENT  PROGRAM 

The  Unit  implements  the  examination  plan  for  approximately  5,600 
positions  within  a  variety  of  classifications  ranging  from  administrators 
and  professionals  to  technicians  and  paraprofessionals.  Examination 
analysts  conduct  job  analyses,  develop  minimum  requirements,  examina- 
tion plans,  written  and/or  oral  questions,  issue  announcements,  screen 
applications,  adrninister  written  and  performance  tests,  convene  oral  ex- 
aminations, score  tests,  collate  results,  answer  protests,  and  post  eligible 
lists. 

Many  entrance  level  professional  and  technical  classifications  have  a  high 
volume  turnover,  and/or  have  legal  requirements  such  as  certificates  or 
licenses  that  are  imposed  by  State  and/or  Federal  regulatory  agencies; 
other  classifications  have  specialties  with  specific  requirements,  or  require 
bilingual  skills  in  order  to  provide  services  to  clients  who  are  monolingual 
in  a  foreign  language.  All  these  factors  make  examination  development, 
recruitment  and  testing  very  challenging.  Class  2320  Registered  Nurse, 
for  example,  meets  all  the  above  criteria  and,  therefore,  requires  innova- 
tive handling.  The  examination  for  this  classification  is  open  on  a  continu- 
ous basis  for  approximately  15  specialties  and  is  administered  more 
frequendy  than  any  other  classification. 

EXAM  PRIORITIES  AND  GOALS 

The  examination  program  is  developed  after  consultation  with  Department 
of  Public  Health  personnel  officers,  a  review  and  analysis  of  current  and 
anticipated  vacancies,  affirmative  action  goals,  departmental  requests  and 
needs,  and  Memoranda  of  Understanding  between  the  Department/City 
and  the  Unions.  However,  examination  priorities  are  subject  to  change  to 
reflect  organizational  changes,  new  program  requirements  and  emphasis, 
and  program  needs  required  by  the  Civil  Service  Commission  Personnel 
Department. 


43 


y^ivii  service  ^ummisswn 


Annual  Report  1989-1990 


An  underlying  goal  of  the  division  is  to  facilitate  more  and  more  perma- 
nent hires,  as  well  as  to  further  the  department's  affirmative  action 
achievement. 


EXAM  PROGRAM  OUTPUT: 

FISCAL  YEAR  1989-1990 

1. 

Examination  announcements  issued 

47 

2. 

Applications  received  and  screened 

2,662 

3. 

Number  of  exams  administered 

136 

4. 

Number  of  participants 

1,371 

5. 

Number  of  eligible  lists 

136 

6. 

Number  of  eligibles  on  lists 

1,420 

DPH-PECENTRALIZED  CSC  UNIT-CLASSIFICATION 
PROGRAM 

The  Department  of  Public  Health  Decentralized  Civil  Service  Commission 
Unit  is  responsible  for  the  administration  of  the  Department's  classifica- 
tion plan.  The  Classification  Unit  coordinates  and  conducts  classification 
and  salary  studies  for  approximately  6,000  permanent  and  grant  funded 
positions  within  the  four  divisions  of  the  Department  of  Public  Health 
Administration:  San  Francisco  General  Hospital,  Laguna  Honda  Hospital, 
Public  Health  Programs/  Central  Administration,  and  Mental  Health  Pro- 
grams. The  work  involves  classification  of  new  positions;  reclassification 
of  existing  positions;  making  recommendations  on  organizational  staffing 
patterns  and  wage  and  salary  level  based  on  internal  and  external  evalu- 
ation and  survey  research,  and  problem  resolution  commonly  achieved 
through  position  audits,  analyses  of  pertinent  legislation  and  studies  of 
industry  standards. 
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CLASSIFICATION  PROGRAM  OUTPUT: 

FISCAL  YEAR  1989-1990 

Positions  classified,  reallocated,  reclassified  (approved  by  CSC)  299 
Recommendations  submitted  to  Department/CSC  (includes  grant- 
funded  positions  and  temporary  requisitions  released)                   198 
Total:                                                                                        497 

New  classes  established 

Additional  reports/specifications  for  new  classes  submitted 
to  Department/CSC 
Total: 

8 
14 

Class  specifications  formally  amended 
Specification  amendment  recommendations  under 
review  by  CSC/Department 
Total: 

2 

z 

4 

Special  reports  submitted  to  CSC  (includes  temp/ 
exempt  appointments,  Staff  Assistant,  etc) 

5 

Total  new/substitute/supplemental  positions  budgeted  for  FY 
1989-90  positions  classified/recommendations  submitted 
Percentage  of  1989-90  positions  recommended  for  allocation 
or  classified 

432 

348 

80.3% 

1990/91  positions  reviewed  and  recommendations 
submitted  to  Department/CSC. 

136 

NEW  AND  AMENDED  CLASSIFICATIONS 

Eight  new  classifications  were  created  during  Fiscal  Year  1 989-90  to 
reflect  trends  within  the  field  of  health  care  and  include  Emergency 
Medical  Services  Agency  Specialist;  Director  of  Toxics  and  Safety  Serv- 
ices; Assistant  Industrial  Hygienist;  Director,  Women,  Infant  and  Children 
Program,  DPH;  Director,  Patient  Accounts;  Director,  Business  and  Opera- 
tions Support,  Mental  Health  Programs;  Principal  Disease  Control  Investi- 
gator; and  Nurses  Staffing  Coordinator.  Additionally,  specifications  for 
Patient  Accounts  Manager  and  Paramedic  Supervisor  were  amended  to 
reflect  current  duties  and  responsibilities  of  positions  within  the  classes. 
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MAJOR  CLASSIFICATION  STUDIES 

WARD  CLERK 

Review  of  the  organizational  structures  and  clerical  functions  of  both 
inpatient  and  outpatient  departments  of  San  Francisco  General  Hospital 
resulted  in  significant  classification  and  specification  recommendations. 
Specifically,  amendment  and  retitling  of  the  existing  specification  for 
Class  1428  Ward  Clerk  was  recommended  to  reflect  the  current  nature  of 
the  positions  and  a  new  senior  level  class  was  proposed  to  address  super- 
visory needs  within  the  outpatient  division.  It  is  anticipated  that  implem- 
entation of  these  recommendations  will  ensure  appropriate  classification 
and  compensation  of  positions,  aid  in  recruitment  and  retention  of  quali- 
fied staff,  and  provide  promotional  opportunities  for  specialized  clerical 
staff  within  the  department. 

TOBACCO  TAX  SUPPLEMENTAL  APPROPRIATION 

A  supplemental  appropriation  to  the  Fiscal  Year  1989-90  budget  necessi- 
tated the  analysis  of  several  positions  to  ensure  appropriate  classification 
and  compensation  of  managerial,  professional,  and  support  staff  involved 
in  the  planning,  development  and  implementation  of  programs  to  be 
funded  through  proposition  99  (Tobacco  Tax).  Timely  staff  review 
enabled  the  department  to  meet  stringent  state-mandated  deadlines  for  the 
development  of  programs  and  procedures  necessary  to  facilitate  the 
provision  and  reimbursement  of  medical  services  and  health  education. 
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PUBLIC  UTILITIES  COMMISSION 
DECENTRALIZED  EXAMINATION  UNIT 


The  Public  Utilities  Commission  (PUC)  Examination  Unit  is  responsible 
for  administering  the  recruitment  and  examination  program  for  all  posi- 
tions which  are  primarily  utilized  by  PUC.  This  includes  positions  at 
MUNI  Railway,  Water  Department,  Hetch  Hetchy  and  the  PUC  Bureaus. 
This  program  is  administered  under  the  auspices  of  the  Civil  Service 
Commission. 

Currently,  the  Unit  consists  of  three  analysts  who  are  responsible  for  a 
variety  of  classifications  ranging  from  administrators  and  professionals  to 
craft  and  platform  (Transit  Operators)  employees  for  approximately  5,500 
positions.  This  unit  is  responsible  for  the  preparation  of  announcements, 
screening  of  applications,  development  and  administration  of  examina- 
tions, and  posting  of  eligible  lists.  The  Unit  also  acts  as  a  resource  for  the 
operating  division  for  non-civil  service  positions. 

During  Fiscal  Year  1989-1990,  major  recruitment  efforts  were  undertaken 
for  Deputy  General  Manager  for  Water  Department  and  Deputy  General 
Manager,  Operations  for  MUNI  Railway.  The  PUC  Exam  Unit  adopted 
22  eligible  lists  during  this  year.  The  Unit  also  posted  two  Non-Civil 
Service  Rosters  for  Class  9163  Transit  Operator.  These  two  NCS  Rosters 
are  part  of  a  pilot  program  to  hire  full-time  drivers  from  other  transit 
agencies  without  the  individuals  having  to  spend  approximately  two  years 
on  a  part-time  schedule. 

Eligible  lists  were  adopted  for  the  first  time  for  Energy  Specialist  and 
Senior  Energy  Specialist  for  the  newly  created  Bureau  of  Energy  Conser- 
vation. 

Eligible  lists  for  the  Water  Department  included  City  Distribution  Divi- 
sion, Assistant  Manager,  Watershed  Keeper,  and  the  Water  Purification 
Engineer  series. 

Because  of  Hetch  Hetchy's  location,  some  positions  are  difficult  to  fill. 
However,  Hetch  Hetchy's  benefited  from  eligible  lists  for  Cook,  House- 
keeper, and  the  Powerhouse  series. 
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AIRPORTS  COMMISSION 
DECENTRALIZED  PERSONNEL  UNIT 


The  Airports  Commission  Decentralized  Personnel  Unit,  with  a  current 
staff  of  two,  is  responsible  for  administering  Airport  personnel  programs 
in  the  classification  of  positions;  recruitment;  examination  development 
and  administration;  and  assisting  management  in  organization  develop- 
ment through  job  structuring  and  analysis.  All  classification  and  examina- 
tion activities  are  subject  to  the  review  and  approval  of  Civil  Service 
Commission  management  staff. 

In  addition  to  these  functions,  Unit  staff  also  participate  in  labor  negotia- 
tions; coordinate  personal  service  contract  review;  conduct  salary  surveys; 
prepare  requests  for  supplemental  appropriations;  develop  and  maintain 
Airport  organizational  chart  books;  research  and  prepare  reports  and 
recommendations  on  a  variety  of  personnel  matters;  notify  Airport  em- 
ployees of  promotional/lateral  opportunities;  and  conduct  special  projects. 

A  major  focus  of  the  Unit  has  become  recruitment.  Staff  serve  in  an 
advisory  capacity  on  several  skills  training  center  boards,  attend  job  fairs 
and  continuously  recruit  for  Airport  openings  so  that  few  vacancies  occur 
and  work  flow  can  continue. 

During  the  Fiscal  Year  1989-90,  a  special  effort  was  taken  to  update  many 
Airport  operations  job  descriptions  including  the  Communications  and 
Airfield  Safety  and  Terminal  Management  series.  One  major  study  was 
conducted  from  which  a  new  classification  entitled  9209  Airport  Police 
Service  Aide  was  created  in  order  to  serve  in  a  police  support  function.  A 
total  of  one  hundred  (100)  positions  were  classified  this  fiscal  year.  Eight 
examinations  were  administered  in  addition  to  initiating  several  others. 

Continuing  goals  of  the  Airports  Commission  Decentralized  Unit,  through 
its  programs,  are  to  stabilize  the  workforce  by  facilitating  the  hiring  of 
qualified  personnel  on  a  permanent  basis  and  to  continue  efforts  to  effec- 
tively recruit  qualified  minorities  and  women,  especially  at  the  profes- 
sional level. 

The  hiring  of  employees  who  have  the  skills  and  abilities  to  perform  their 
jobs  well  has  been  enhanced  and  will  increase  efficiency,  safety,  cleanli- 
ness, and  convenience  for  the  traveling  public  at  San  Francisco  Interna- 
tional Airport. 
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SAN  FRANCISCO  POLICE  DEPARTMENT 
CONSENT  DECREE  DIVISION 

The  Consent  Decree  Division  was  created  by  order  of  the  United  States 
District  Court  in  October  1979  and  is  responsible  for  execution  of  the 
City's  obligations  resulting  from  the  settlement  of  the  litigation,  Officers 
for  Justice  et  al.,  vs.  City  and  County  of  San  Francisco,  et  al.  The  overall 
goal  of  the  Consent  Decree  is  to  integrate  the  Police  Department  at  all 
ranks  so  that  it  more  accurately  reflects  the  diversity  of  the  city  it  serves. 
The  Consent  Decree  Division  operates  under  the  direction  of  a  coordina- 
tor, and  its  activities  are  subject  to  the  review  and  approval  of  a  court- 
appointed  Auditor/Monitor  and  representatives  of  the  litigants. 

The  Division  is  responsible  for  the  recruitment  of  entry -level  police 
officer  applicants  and  the  development  and  administration  of  entry-level 
and  promotional  examinations  selection  procedures.  The  Division  also 
administers  pre-examination  training  programs  and  provides  recruitment 
and  retention  support  services  and  referrals. 

Now  in  its  eleventh  year,  the  Division's  accomplishments  include  the 
following: 

Recruited  18,857  qualified  applicants 

Tested         9,739  candidates 

Hired  1,274  police  officers 

Under  Consent  Decree  programs,  the  Department's  minority  representa- 
tion more  than  doubled  from  14.2%  (226)  in  1979  to  29.4%  (534)  in  June 
1990,  and  the  Department's  female  representation  has  increased  from 
4.2%  (67)  in  1979  to  1 1.1%  (202)  in  June  1990. 

In  November  and  December  of  1989  the  Division  administered  the  Assis- 
tant Inspector  and  Sergeant  promotional  examinations.  The  City  antici- 
pates making  a  total  of  at  least  160  appointments  to  these  ranks  by  the  end 
of  July  1990. 

The  Division  completed  the  examination  process  for  the  current  entry- 
level  police  officer  eligible  list  of  322  candidates  in  March  1990.  Candi- 
dates from  this  list  are  now  members  of  the  167th  academy  class  which 
began  in  June  1990.  The  Division  is  planning  to  administer  another  entry- 
level  examination  in  the  fall  of  1990. 

The  Division  is  currently  conducting  a  job  analysis  for  the  Police  Lieuten- 
ant position. 
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City  and  County  of  San  Francisco 


Civil  Service  Commission 


September  16,  1991 


The  Honorable 

Art  Agnos,  Mayor 

Room  200  City  Hall 

San  Francisco,  California  94102 

Dear  Mayor  Agnos: 

On  behalf  of  the  members  of  the  Civil  Service  Commission  and  its  staff,  I  am 
submitting  the  Annual  Report  of  the  Civil  Service  Commission  for  the  Fiscal  Year 
ending  June  30,  1991. 

In  August  1990  there  was  a  major  physical  relocation  of  some  Civil  Service 
Commission  offices  from  City  Hall  and  646  Van  Ness  Avenue  to  44  Gough  Street. 
This  move  consolidated  100  staff  members  of  the  Examination  Division,  and  the 
Salary  and  Labor  Relations,  Classification,  Management  Development  and  the 
Management  Information  Services  Units.  This  major  move  involved  space  allocation, 
voice  and  data  communications,  site  preparation  and  the  other  logistical  activities 
associated  with  the  move.  The  move  caused  two-plus  months  in  the  break  of 
productivity  for  all  units  involved,  however,  the  benefits  of  more  space  for  staff  and 
savings  of  rental  space  for  oral  boards  will  significandy  outweigh  this  loss  in  the  long 
run. 

For  your  convenience,  I  have  highlighted  certain  accomplishments  of  the 
Commission,  which  are  discussed  in  more  detail  in  this  Annual  Report. 


I.       CLASSIFICATION  OF  POSITIONS 

The  Classification  Unit  conducted  eight  (8)  major  classification  studies  in  the 
District  Attorney's  Office,  Juvenile  Probation  Department,  Recreation  and  Park 
Department,  Office  of  the  Mayor,  Board  of  Supervisors,  Department  of  Public 
Health,  Department  of  Social  Services,  and  the  Public  Utilities  Commission. 

The  Classification  Unit  recommended  and  the  Civil  Service  Commission 
established  30  new  classes  in  Fiscal  Year  1990-91.  Since  these  new 
classifications  will  require  examinations,  the  Examination  Unit  will  have  an 
increased  workload  and  the  Certification  Unit  will  have  an  increase  of  eligibles 
to  be  certified. 

With  the  reorganization  of  the  the  Port  of  San  Francisco  to  be  concluded  in  Fiscal 
Year  1991-92,  staff  will  provide  advice  and  asssistance  in  this  comprehensive 
study  which  will  involve  approxmately  30  classification  actions. 
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U.     SALARY  AND  LABOR  RELATIONS  UNIT 

The  Salary  and  Labor  Relations  Unit  surveyed  prevailing  rates  of  pay  in  private 
and  public  jurisdictions  as  a  basis  for  establishing  rates  of  pay  for  ail  City  and 
County  employees.  Pursuant  to  various  sections  of  the  San  Francisco  Charter 
salary  surveys  to  determine  pay  rates  and  some  working  conditions  were 
conducted  for  Miscellaneous  Employees,  Registered  Nurse  Classifications, 
Municipal  Railway  Platform  Employees,  and  Police  and  Fire. 

This  was  the  fifth  year  of  administering  the  City's  pay  equity  program  including 
a  survey  completed  by  staff  in  accordance  with  standards  and  guidelines  of 
similar  surveys  in  other  governmental  jurisdictions.  This  fiscal  year's  Pay  Equity 
Report  consisted  of  information  of  new  work  force  composition  report 
appendices,  updated  summary  of  relevant  survey  data  used  to  indentify  pay 
equity  differentials,  and  an  updated  and  revised  pay  equity  differential  booklet. 


m.  EXAMINATION  DIVISION 

This  was  the  first  year  of  the  multi-phase  Management  Action  Plan  approved  by 
the  Commission  in  Fiscal  Year  1989-90.    It's  goal  is  to  eliminate  the  backlog  of 
examinations  which  existed  at  the  end  of  Fiscal  Year  1989-90.  There  were  341 
eligible  lists  adopted  during  the  Fiscal  Year  1990-91,  83  (24%)  were  for  job 
classifications  with  five  or  fewer  budgeted  positions  of  which  58  (17%)  were  one 
or  two  position  classifcations.  Of  the  184  eligible  lists  produced  by  the  Civil 
Service  Examination  Division,  55  (30%)  involved  classfications  with  five  or 
fewer  budgeted  positions  of  which  41  (22%)  were  one  or  two  position 
classifications. 


IV.    MANAGEMENT  DEVELOPMENT  UNIT 

In  an  effort  to  improve  and  better  serve  the  City  and  County,  the  Management 
Development  Unit  began  Fiscal  Year  1990-91  by  conducting  a  Citywide 
Management  Trainining  Needs  Analysis. 

Results  of  the  survey  helped  the  unit  to  design  a  new  curriculum,  change  the  way 
training  is  delivered,  and  expanded  the  scope  of  its  services  to  departments.  For 
Fiscal  Year  1990-91,  the  Management  Development  Unit  increased  the  number 
of  managers  trained  by  54%  over  last  fiscal  year. 

This  fiscal  year  the  Commission  appointed  a  committee  of  personnel  managers  to 
develop  a  needs  analysis  to  improve  the  usefulness  of  the  Performance  Appraisal 
System.  The  new  system  is  now  being  developed  as  a  result  of  this  committee's 
recommendations. 


V.  EQUAL  EMPLOYMENT  OPPORTUNITY  UNIT 

The  Equal  Employment  Opportunity  (EEO)  Unit  continued  outreach  and 
recruitment  efforts  to  keep  up  with  the  City  and  County's  work  force  to  reflect 
the  composition  of  the  San  Francisco  labor  market.    The  EEO  Unit  assisted 
departments  in  updating  affirmative  action  programs,  monitoring  provisional 
hiring,  and  administering  special  programs.  Outreach  activities  to  recruit 
minorities  and  women  were  conducted  for  35  civil  service  examinations. 


The  Honorable 

Art  Agnos,  Mayor  -3-  September  16,  1991 


For  Fiscal  Year  1990-91,  68  discrimination  complaints  were  filed  with  the  EEO 
Unit.  The  EEO  Unit  also  provided  technical  assistance  to  departments  on  the 
investigation  and  settlement  of  discrimination  charges. 

During  Fiscal  Year  1990-91,  500  managers  and  supervisors  participated  in  EEO 
workshops  and  conferences  covering  the  following  subjects:  Managing  a  Diverse 
Work  Force,  Prevention  of  Sexual  Harrassment  in  the  Workplace,  the 
Employment  of  the  Severely  Disabled  and  Reasonable  Accommodation  for 
Individuals  with  Disabilities. 


VI.  CHARTER  AND  RULE  CHANGE 

The  Civil  Service  Commission  conducted  a  series  of  hearings  to  gather 
comments  and  concerns  regarding  the  operation  of  City  and  County's  civil 
service  system.  As  a  result  of  these  hearings,  Charter  changes  relating  to  civil 
service  procedures  for  appointments  and  discharge  will  appear  on  the  November 
ballot. 

The  Commission  amended  certain  sections  of  Civil  Service  Commission  Rule  22 
-  Leaves  of  Absence,  as  a  result  of  the  recommendations  made  by  the  find  report 
of  the  Mayor's  Task  Force  on  Family  Policy  entitled  "Approaching  2000: 
Meeting  the  Challenges  of  San  Francisco's  Families."  These  modifications 
included  changes  in  leave  for  bereavement  and  care  of  a  dependent  child  and 
added  provisions  for  familiy  care  leave  and  religious  leave. 


The  Civil  Service  Commission  is  proud  of  its  accomplishments  in  Fiscal  Year 
1990-91,  and  we  look  forward  to  another  year  to  support  and  encourage  improvement 
in  the  civil  service  system  for  all  employees  of  the  City  and  County  of  San  Francisco. 

Respectfully  submitted, 

CIVIL  SERVICE  COMMISSION 


Jrant  S.  Mickins 
President 
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The  Civil  Service  Commission 


Membership 

The  Civil  Service  Commission  is  comprised  of  five  members  appointed 
by  the  Mayor.  Those  currently  serving  on  the  Civil  Service  Commission 
are  Grant  S.  Mickins,  President;  Cleo  Donovan,  Vice  President;  and 
members  A.  Lee  Munson,  Juan  Rios,  and  Emi  R.  Uyehara. 


Responsibilities 

The  Civil  Service  Commission  is  mandated  by  Charter  to  be  the  employ- 
ment and  personnel  department  of  the  City  and  County  that  qualifies 
individuals  for  appointments  to  the  public  service  on  the  basis  of  merit 
and  fitness  as  shown  by  appropriate  tests.  The  Commission  classifies  and 
reclassifies  all  employments  in  City  departments,  including  those  ex- 
empted from  civil  service  examination  by  Charter.  The  Civil  Service 
Commission  is  authorized  to  adopt  rules  which  have  the  force  and  effect 
of  law  to  regulate  all  merit  system  personnel  activities  in  the  City  and 
County.  The  Commission  also  has  broad  powers  in  resolving  complaints 
of  discrimination. 


Meetings  and  Hearings 

During  Fiscal  Year  1990-91,  the  Civil  Service  Commission  met  24  times. 

The  Commission  conducted  19  regular  and  5  special  meetings  in  order  to 
review  separations  from  the  service,  classification,  salary  and  wage,  in- 
service,  and  examination  matters.  At  its  24  meetings,  the  Civil  Service 
Commission  reviewed  69  classification  items.  43  compensation  items  - 
which  included  surveys  of  the  Police,  Fire,  Registered  Nurse,  and  Munici- 
pal Railway  rates  of  pay,  65  in-service  items,  and  34  examination  items. 

A  total  of  189  separations  were  processed.  Of  these,  the  Commission 
reviewed  62  appeals  of  separation  from  the  service  comprised  of  1  limited 
tenure  employee;  7  terminations  of  promotive  probationary  employees;  3 
automatic  resignations  due  to  abandonment  of  position;  1  termination  of 
temporary  civil  service  employee;  12  appeals  of  resignations  certified  as 
services  unsatisfactory;  17  terminations  of  entrance  probationary  employ- 
ees; and  21  dismissals  of  permanent  employees. 
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Classification 


Position  classification  is  a  basic  tool  of  personnel  management  that  pro- 
vides a  systematic  means  of  identifying  and  describing  different  kinds  of 
work  in  terms  of  primary  tasks,  duties  and  responsibilities,  and  the  knowl- 
edge, skills  and  abilities  required  for  their  performance.  After  positions  in 
the  public  service  are  grouped  into  classes  on  the  basis  of  similarity  in 
these  respects,  specifications  delineating  the  basic  characteristics  of  a  class 
are  prepared.  In  most  instances,  classes  are  grouped  into  series  providing 
career  opportunities  in  City  employment.  This  process  assures  like  treat- 
ment to  similar  positions  in  recruitment,  examination,  pay,  training,  and 
promotion.  Position  classification  is  the  fundamental  element  in  imple- 
menting the  merit  principles  of  equal  pay  for  equal  work. 


Work  Program  Detail 


This  is  the  central  unit  responsible  for  planning,  coordinating  and  con- 
ducting the  majority  of  the  classification  studies  of  approximately  29,823 
positions  in  1,755  classes. 


NUMBER  OF  CLASSIFICATIONS 

JUNE  30, 1991 

1308 

Regular  classifications 

299 

Exempt  classifications 

148 

"A"  classes,  i.e.,  new  classes  authorized  in  the  budget 

1755 

Total  classes 

This  work  involves  classification  of  new  positions,  reclassification  of 
existing  positions,  recommendations  on  the  staffing  of  organization  units, 
classification  problem  resolution  by  research  and  survey,  position  audits, 
preparation  of  reports,  letters,  memoranda,  and  Salary  Ordinance  Amend- 
ment legislation  as  detailed  in  the  following  chart. 
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CIVIL  SERVICE  CLASSIFICATION  UNIT  ACTIVITIES 
JUNE  30,  1991 


Classes  established,  consolidated  and  abolished  30      (I)4 

Positions  classified/reallocated  939      (2)* 

Classification  reports  calendared  75       (3)* 

Salary  Ordinance  Amendments  prepared  19 

Tenure  of  requisition  requests  acted  upon  1730 


*NOTES: 

1.  This  figure  includes  30  new  classes  established. 

2.  This  figure  includes  583  new  positions  classified,  332  positions 
reclassified  and  24  positions  converted  from  temporary  to 
permanent. 

3.  This  figure  reflects  the  following  detailed  classification  actions: 
33  personal  services  contract  reports  (1086  contracts),  14 
specification  amendments,  332  positions  reclassified,  24 
positions  converted  from  temporary  to  permanent,  583  new 
positions  classified,  30  new  classes  established,  and  5  Staff  Aide/ 
Assistant,  Special  Project  positions  approved. 


— 


Major  Classification  Studies: 

District  Attorney's  Office 

A  new  five-level  series  of  investigator  classifications  was  established  in 
the  Victim/Witness  Bureau  to  provide  advocacy  services  to  victims  and 
witnesses  of  crime.  Additionally,  a  technician  class  was  also  established 
to  provide  services  for  the  victim  compensation  program  in  coordination 
with  the  State  Board  of  Control.  Eighteen  positions  were  allocated  to  the 
new  classes.  A  by-product  of  the  program's  advocacy  has  been  the 
increased  cooperation  of  victims  and  witnesses  and  a  corresponding 
increase  in  the  success  rate  of  prosecution  of  crimes. 

Juvenile  Probation 

As  a  result  of  the  passage  of  Proposition  L  in  November  1989  establishing 
Charter  Section  3.669-2  which  provided  for  the  exemption  of  five  Juve- 
nile Probation  Department  positions  from  the  civil  service  provisions  of 
the  Charter,  the  department  instituted  a  departmental  reorganization  of  its 
top-level  management  positions.  Staff's  review  of  the  department's 
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management  positions  resulted  in  the  creation  of  a  new  class  of  Director 
of  Community  Programs,  Juvenile  Probation  Department,  which  reports  to 
the  Chief  Probation  Officer  and  is  responsible  for  planning,  organizing 
and  directing  the  Community  Programs  Division  in  the  areas  of  contract 
monitoring,  negotiation  and  formulation  of  master  plans;  establishment  of 
review  process  standards  for  community-based  and  out-of-home  service 
providers;  and  the  performance  of  community  liaison  work.  Additionally, 
staff  also  retitled  and  amended  specifications  for  the  following  four 
management  classes  to  reflect  their  responsibility  for  departmental  divi- 
sions pursuant  to  the  reorganization  as  well  as  their  exempt  status:  Direc- 
tor, Probation  Services;  Director,  Log  Cabin  Ranch;  Manager,  Finance 
and  Administration,  Juvenile  Probation;  and  Director,  Juvenile  Hall. 

Recreation  and  Park 

In  response  to  the  Recreation  and  Park  Department's  request  to  establish  a 
new  class  of  Assistant  Zoo  Director  with  responsibility  for  the  planning, 
coordination  and  direction  of  all  Zoo  operations,  maintenance  and  con- 
struction activities,  staff  conducted  a  review  of  the  department's  structure 
and  determined  that  a  management  realignment  had  been  effected.  As  a 
result  of  that  realignment,  which  the  department  implemented  with  the 
goal  of  achieving  a  state-of-the  art  zoo,  staff  created  a  new  class  of  Assis- 
tant Zoo  Director,  Operations  and  Maintenance.  Staff  also  retitled  and 
amended  the  specification  for  the  existing  position  in  the  Assistant  Zoo 
Director  class  to  Assistant  Zoo  Director,  Animal  Management,  thus 
reflecting  that  position's  newly  assigned  responsibility  for  administering 
the  Zoo's  Animal  Management  Program. 

Office  of  the  Mayor 

Three  new  classes  were  created  to  provide  staffing  for  the  Employee 
Relations  Division  of  the  Mayor's  Office.  In  the  prior  fiscal  year,  the 
Director,  Employee  Relations  Division  was  established,  exempt  from  civil 
service  examination  by  Charter  provision.  The  Employee  Relations 
Representative  series  includes  the  Principal  Employee  Relations  Repre- 
sentative, designed  to  act  as  the  principal  assistant  and  advisor  to  the 
Director,  responsible  for  the  most  complex  and  difficult  labor  negotiations 
and  supervision  of  subordinate  staff;  the  Employee  Relations  Representa- 
tive, a  journey-level  class  providing  the  full  range  of  employee  relations 
services,  including  research,  analysis,  dispute  resolution,  negotiation,  and 
provision  of  technical  advice  to  departments;  and  the  Employee  Relations 
Assistant,  an  entry-level  professional  class  responsible  fol  assisting  in 
research,  analysis,  negotiation,  provision  of  infonnation  on  policies  and 
pioi  cdines 
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Board  of  Supervisors 

To  strengthen  the  ability  of  the  Board  of  Supervisors  to  develop  and 
implement  legislation,  to  analyze  municipal  problems  and  proposals,  and 
to  provide  professional  technical  and  legislative  policy  support  to  the 
Board  and  its  committees,  the  class  of  Legislative  Policy  Analyst  was 
created.  Incumbents  report  to  the  department  head,  are  assigned  to  perma- 
nent and  special  committees,  and  have  primary  responsibility  for  analyz- 
ing legislation,  providing  fiscal  and  policy  analysis  and  advice;  conducting 
special  investigation  and  research;  and  assisting  City  and  County  legisla- 
tors in  the  development  of  practical,  effective  legislative  policy,  programs 
and  procedures. 

Department  of  Public  Health 

A  new  classification  of  Medical  Director,  Department  of  Health  was 
established,  having  positions  located  with  the  AIDS  Program;  Division  of 
Mental  Health,  Substance  Abuse  and  Forensics;  Community  Public  Health 
Programs;  and  Emergency  Medical  Services  Agency.  Other  new  classifi- 
cations established  include  Assistant  Chief,  Paramedic  Division,  and 
Respiratory  Care  Practitioner  II.  There  were  amendments  to  the  class 
specifications  within  the  Physician  and  Physician  Specialist  series  to 
reflect  current  levels  and  scopes  of  responsibilities. 

Staff  has  been  working  with  the  Decentralized  Classification  Unit  in 
review  of  the  Health  Program  Coordinator  study  recommendations.  The 
three  level  Health  Program  Coordinator  series  was  established  in  1972  in 
order  to  meet  the  needs  of  the  Department  of  Public  Health  for  mid-level, 
health  oriented  management  personnel.  Due  to  changes  in  organizational 
structures  and  functions  as  well  as  growth  in  services  within  the  depart- 
ment, there  have  been  significant  changes  in  the  nature  and  number  of  key 
supervisory  and  staff  positions.  As  a  result,  the  continued  allocation  of 
positions  in  this  series  is  no  longer  appropriate.  The  completed  study  will 
include  recommendations  for  the  establishment  of  several  new  classifica- 
tions. 

Department  of  Social  Services 

A  new  classification  of  Social  Services  Resource  Manager  was  estab- 
lished, and  responsibilities  include  management  of  the  department's  cost 
control  reimbursement  program  which  requires  claiming  of  expenditure 
reimbursements  from  State  and  Federal  sources  based  on  State  Depart- 
ment of  Social  Services  and  State  Department  of  Health  program  regula- 
tions. 
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Ralph  Anderson  and  Associates  has  completed  a  comprehensive  classifi- 
cation and  performance  standards  study  involving  all  the  department's 
social  services  related  classifications.  Their  final  report  will  provide  a 
summary  and  description  of  the  classification  concepts  used  to  develop  the 
proposed  classification  plan,  including  class  level  descriptions,  career 
ladders  illustrating  potential  career  paths,  the  revised  classification  plan,  a 
listing  of  class  titles  recommended  for  inclusion  in  the  plan,  position 
allocations,  and  complete  class  specifications.  In  addition,  the  report  will 
include  performance  standards.  Staff  is  working  with  the  department  and 
contractor  regarding  recommendations  for  implementation. 

Public  Utilities  Commission: 

Administration 

A  new  classification  of  Manager,  Office  of  Health  and  Safety  was  estab- 
lished to  plan,  direct,  coordinate,  and  manage  the  administrative  and 
operational  activities  of  a  health  and  safety  office  for  the  Public  Utilities 
Commission.  The  creation  of  this  classification  was  in  response  to  the 
increase  in  Federal,  State,  and  local  laws,  ordinances,  rules  and  regula- 
tions regarding  environmental  health  and  occupational  safety. 

Municipal  Railway 

The  Municipal  Railway  has  undertaken  one  of  its  largest  Capital  Improve- 
ment Projects,  which  will  extend  the  Muni  Metro  service  to  the  Mission 
Bay/Cal  Train  Station  and  the  J-Line  to  the  Green  Light  Rail  Center.  The 
project  will  include  the  procurement  of  50  New  Light  Rail  Vehicles  at  the 
estimated  cost  of  $208  million.  A  classification  of  Senior  Light  Rail 
Equipment  Engineer  was  established  to  plan,  direct,  coordinate,  and 
supervise  the  highly  technical  and  administrative  aspects  of  integrating, 
running,  maintenance  and  notification  of  the  light  rail  vehicle  fleet  for  the 
Municipal  Railway. 

Water 

A  new  classification  of  Water  Resources  and  Planning  Manager  was 
established  to  direct  and  administer  the  Resource  and  Planning  Division  of 
the  Water  Department  as  part  of  the  reorganization  plan  of  the  Water 
Department. 
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Bureau  of  Finance 

A  classification  of  General  Claims  Agent  was  established  to  plan,  orga- 
nize, and  manage  the  Claims  Division,  which  was  reassigned  in  1989  to 
the  Bureau  of  Finance.  The  Division  processes  about  3,000  claims  per 
year  and  handles  settlement  costs  in  excess  of  $15  million  annually  for 
Muni,  Water,  and  Hetch  Hetchy  which  requires  full-time  day  to  day 
supervision. 

Citywide  Data  Processing  Classification  Survey 

The  Citywide  Data  Processing  Classification  Project  was  implemented  by 
Public  Administration  Service  (P.A.S.)  through  the  Civil  Service  Classifi- 
cation Unit  on  April  8,  1991.  At  the  close  of  1990-91,  P.A.S.  began 
Phase  II  of  the  ten  phase  project.  There  are  888  positions  being  studied, 
and  P.A.S.  will  be  auditing  approximately  40%  of  the  positions.  Addi- 
tionally, P.A.S.  is  surveying  other  data  processing  entities,  both  public  and 
private,  in  order  to  develop  a  proposed  model  of  classification  concepts. 
The  primary  objective  of  this  year-long  project  is  to  develop  and  imple- 
ment a  data  processing  classification  plan  which  will  enhance  the  City's 
ability  to  recruit  and  retain  qualified  data  processing  professionals  and 
allow  them  to  make  optimal  use  of  their  skills. 

Projected  Classification  Activities 

A  survey  of  all  positions  budgeted  or  occupied  in  Senior  Administrative 
Analyst  and  Principal  Administrative  Analyst  classifications  will  be 
completed  in  the  first  quarter  of  1991-92.  The  adoption  of  allocation 
recommendations  of  this  survey  is  the  first  step  in  allowing  examinations 
to  be  developed  for  this  series. 

The  Port  of  San  Francisco  initiated  a  comprehensive  Port-wide  organiza- 
tional analysis  in  November  1990.  Staff's  review  indicates  that  the 
reorganization,  which  is  intended  to  provide  better  service  to  tenants  and 
the  public  and  increase  revenue  and  productivity  for  the  Port  and  the  City, 
will  result  in  the  creation  of  four  main  divisions:  cargo  services;  tenant 
services;  planning,  development  and  community  affairs;  and  internal 
services.  Staff  has  worked  closely  with  departmental  representatives  and 
officials  and  the  consultants  to  provide  advice  and  assistance  in  this 
comprehensive  study  which  will  encompass  approximately  30  classifica- 
tion actions.  The  department's  initial  request  involved  13  proposed  new 
classifications,  3  proposed  reclassifications,  12  proposed  substitutions,  and 
5  proposed  new  positions  in  existing  classes.  The  Port's  reorganization 
should  be  concluded  in  Fiscal  Year  1991-92  with  formal  Civil  Service 
Commission  classification  action. 
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Salary  and  Labor  Relations  Unit 


The  primary  function  of  the  Salary  and  Labor  Relations  Unit  is  to  survey 
prevailing  rates  of  pay  in  private  and  public  jurisdictions  as  a  basis  for 
establishing  rates  of  pay  for  all  City  employees,  including  pay  equity, 
according  to  the  provisions  of  the  Charter,  as  well  as  implementing  and 
recommending  revisions  to  the  administrative  provisions  of  the  Salary 
Standardization  Ordinance.  Other  duties  include  conducting  fringe  benefit 
and  specialized  surveys  at  the  request  of  the  Civil  Service  Commission  or 
Board  of  Supervisors,  completing  survey  questionnaires  for  other  jurisdic- 
tions, and  implementing  the  Salary  Plan  by  coordinating  salary  matters 
with  all  City  departments. 


Salary  Standardization  is,  by  Charter,  divided  Into  four 
major  categories: 

1.  Miscellaneous  Employees  -  Charter  Sections 
8.400,  6.401,  8.407  and  8.407-1 

2.  Registered  Nurse  Classifications  -  Charter 
Section  8.403 

3.  Municipal  Railway  Platform  Employees » 
Charter  Section  8.404 

4.  Police  and  Fire  -  Charter  Section  8.405 


The  following  sections  describe  methods  of  determining  pay  rates  and 
some  of  the  working  conditions  for  the  four  major  categories: 


Miscellaneous  Employees 

Charter  Section  8.407  requires  the  Civil  Service  Commission  to  conduct  a 
comprehensive  investigation  and  survey  of  basic  pay  rates,  wages,  and 
salaries  in  other  governmental  jurisdictions  and  private  employment  for 
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like  work  and  like  service,  based  on  job  classifications  primarily  in  the 
Bay  Area,  and  requires  the  Civil  Service  Commission  to  make  its  findings 
based  on  facts  and  data  collected  as  to  what  the  generally  prevailing  pay 
rates  are  for  each  benchmark  class.  Salary  data  first  must  be  collected 
from  the  Bay  Area  counties  of  Alameda,  Contra  Costa,  Marin,  San  Mateo, 
San  Francisco,  and  Santa  Clara.  If  there  is  insufficient  salary  data  avail- 
able from  these  agencies,  the  Commission  may  survey  other  major  public 
agencies  in  the  State  utilizing  such  classes  where  the  agency  employs 
more  than  3,000  persons.  The  Charter  stipulates  that  the  salary  data  from 
public  agencies  be  collected  from  five  Bay  Area  counties;  the  ten  most 
populous  cities  in  these  counties;  agencies  of  the  State  and  Federal  gov- 
ernment; and  from  school  districts  and  other  special  districts  in  these 
counties. 

The  Commission  also  collects  private  basic  pay  rate  data  from  the  recog- 
nized governmental  Bay  Area  salary  survey  of  private  employers  in  the 
City  and  County  of  San  Francisco  and  Bay  Area  counties  of  Alameda, 
Contra  Costa.  Marin,  San  Mateo,  and  Santa  Clara.  The  data  collected  is 
limited  to  rates  of  pay  and  salaries  actually  being  paid  by  private  employ- 
ers for  like  work  and  like  service. 

Charter  Section  8.407  defines  the  term  "prevailing  rates  of  wages"  as  the 
rate  ranges  developed  from  the  weighted  average  of  the  midpoints  of  the 
basic  rates,  excluding  fringe  benefits,  for  surveyed  public  employment  and 
the  median  of  the  pay  rates  for  private  employment.  It  stipulates  that  the 
Board  of  Supervisors  shall  not  set  the  maximum  rate  of  pay  for  any  class 
in  excess  of  the  maximum  prevailing  rate  for  the  class  and  further  pro- 
vides that  no  employee  shall  have  his/her  basic  pay  rate  reduced. 

Beginning  in  June  1990,  employee  representatives  and  employees  were 
invited  to  request  salary  adjustments  supported  with  any  information  or 
data  that  would  justify  such  adjustments.  The  data  presented  was  re- 
viewed, analyzed  and  modified  for  a  period  of  approximately  four 
months.  Salary  recommendations  were  not  finalized  until  public  hearings 
were  held  at  which  time  employees,  employee  organization  representa- 
tives, and  representatives  of  civic,  public,  and  professional  organizations 
were  given  an  opportunity  to  express  their  views  on  salary  standardiza- 
tion. 

On  January  28,  1991,  the  recommended  schedules,  based  on  the  survey 
together  with  the  existing  schedules  of  compensation,  were  approved  by 
the  Civil  Service  Commission.  A  supplemental  report  was  approved  by 
the  Civil  Service  Commission  on  March  1 1,  1991.  The  data  contained  in 
the  report,  "Salary  and  Wage  Survey."  was  obtained  from  over  50 
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individual  public  jurisdictions  in  California,  the  Federal  Government,  the 
State  of  California  and  the  Bay  Area  Salary  Survey  Committee.  It  should 
be  noted  that  the  number  of  employees  for  the  State  of  California  and 
Federal  agencies  in  the  six  Bay  Area  Counties. 

The  civil  service  recommendations  were  submitted  to  the  Board  of  Super- 
visors for  their  consideration.  The  Board  then  adopted  these  recommen- 
dations. The  new  salary  schedules  represented  increases  ranging  from 
1.5%  increase  to  11.5%.  The  average  percentage  increase  recommended 
was  approximately  5.6%. 

Due  to  the  large  budget  deficit  facing  the  City  and  County  of  San  Fran- 
cisco, the  Mayor  vetoed  the  Ordinance  containing  the  new  pay  rates  for 
Fiscal  Year  1991-92.  The  Board  of  Supervisors  did  not  override  the 
Mayor's  veto.  Therefore,  there  was  no  general  increase  based  on  the 
Charter  Section  8.407  survey  for  City  employees  for  Fiscal  Year  1991-92. 
The  only  increase  went  to  employees  receiving  pay  equity  adjustments 
pursuant  to  Charter  Section  8.407-1. 


Pay  Equity 

The  Commission's  Salary  Unit  is  now  entering  into  the  fifth  year  of 
administrating  the  City's  pay  equity  program.  This  responsibility  was 
placed  within  the  Commission's  purview  by  the  passage  of  Proposition  H 
in  the  November  1986  election  and  the  addition  of  Section  8.407-1  to  the 
City  Charter.  The  Civil  Service  Commission  was  mandated  to  conduct  a 
pay  equity  survey  each  year  comparing  City  and  County  classifications 
disproportionately  occupied  by  minorities  and  women  and  City  and 
County  classifications  not  disproportionately  occupied  by  minorities  and 
women.  Additionally,  the  staff  was  required  to  conduct  the  survey  in 
accordance  with  standards  and  guidelines  of  similar  surveys  in  other 
governmental  jurisdictions  and  private  employment  and  to  make  use  of 
the  data  acquired  from  such  entities. 

Because  of  the  lack  of  an  internal  point-factor  evaluation  system,  the  staff 
has  been  obligated  to  rely  primarily  on  the  data  of  other  agencies  which 
had  made  use  of  point-factor  evaluation  systems.  With  the  aid  of  data 
acquired  from  three  California  jurisdictions  and  the  State  of  Washington, 
the  staff  has  developed  an  interim  methodology  providing  comparisons 
between  the  studies  evaluated  and  City  benchmark  classes  disproportion- 
ately occupied  by  minorities  and  women.  In  situations  where  the  staff 
could  not  find  an  appropriate  comparison  for  female/minority  dominated 
benchmark  class,  the  staff  recommended  that  such  a  class  be  granted  the 
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same  pay  equity  adjustment  as  other  female/minority  dominated  classes  of 
simdar  level  of  duties,  responsibUity  and  compensation.  The  Commission 
has  strong  reservation  about  the  continuous  use  of  what  was  only  intended 
to  be  an  interim  method;  the  Commission  believes  the  City  needs  to 
complete  the  proposed  classification  study  as  soon  as  possible  in  order  to 
develop  the  needed  internal  point-factor  evaluation  system. 

This  year's  Pay  Equity  Report  contained  a  series  of  recommendations  and 
observations.  One  of  the  more  important  recommendations  contained 
therein  is  that,  due  to  new  census  data  applicable  in  the  year  1991-92,  the 
70%  criteria  should  be  revised  and  modified  as  appropriate.  The  basis  for 
the  original  70%  recommendation  was  the  practice  of  other  surveyed 
jurisdictions  as  well  as  the  1980  census  of  the  San  Francisco  work  force 
which  showed  a  composition  of  approximately  67.3%  women  and  minori- 
ties. It  is  believed  that  these  figures  will  change  when  the  1990  census 
data  is  available. 

Pay  Equity  adjustments  are  currendy  governed  by  the  agreement  reached 
(Spring  1989)  between  the  Employee  Relations  Division  (under  the 
Mayor's  Office)  and  the  respective  public  employee  organizations. 

The  second  and  third  years  of  the  Pay  Equity  Agreement  provided  for 
salary  adjustments  of  3%  to  those  classifications  who  retain  their  eligibd- 
ity  under  the  terms  of  the  agreement.  The  future  of  Pay  Equity  adjust- 
ments will  be  governed  primarily  by  negotiations  between  the  City's 
Employee  Relations  Division  and  the  respective  Public  Employee  Organi- 
zations. 

Pursuant  to  the  Charter  mandate,  the  Pay  Equity  Report  submitted  by  the 
Civil  Service  Commission  for  the  Fiscal  Year  1990-91  consisted  of  a  new 
report  and  updated  materials.  These  materials  included  new  work  force 
composition  report  appendices,  updated  summary  of  relevant  survey  data 
used  to  identify  pay  equity  differentials,  and  an  updated  and  revised  pay 
equity  differential  booklet. 


Registered  Nurse  Classifications 

Charter  Section  8.403  provides  the  method  for  setting  salaries  for  all 
classes  which  require  a  Registered  Nurse  license.  Under  this  method,  the 
CivU  Service  Commission  is  required  to  certify  to  the  Board  of  Supervi- 
sors for  the  acute  care  staff  nurse  classification  the  highest  prevading 
salary  schedule  in  effect  on  Aprd  15  granted  by  collective  bargaining 
agreement  to  comparable  registered  nurse  employees  in  public  and  private 


City  and  County  of  San  Francisco 


II 


Civil  Service  Commission 


Annual  Report  Fiscal  Year  1990-91 


employment  in  the  six  Bay  Area  counties.  The  Charter  then  requires  the 
Board  of  Supervisors  to  set  a  rate  of  pay  for  such  nurses  not  in  excess  of 
the  schedule  certified  by  the  Civil  Service  Commission. 

Pursuant  to  that  Section,  the  Civil  Service  Commission  certified  that  the 
highest  prevailing  maximum  rate  was  $26.02  per  hour  (approximately 
$4545  per  month).  The  Board  of  Supervisors  then  adopted  a  maximum 
rate  of  $25.75  per  hour  (approximately  $4498  per  month). 


Municipal  Railway 

The  Civil  Service  Commission  staff  conducts  a  survey  of  transit  systems 
in  the  United  States  operating  primarily  within  cities  having  a  population 
of  not  less  than  500,000  and  normally  employing  not  less  than  400  transit 
operators.  The  Commission  then  certifies  to  the  Board  of  Supervisors  the 
average  of  the  two  highest  wage  schedules  in  effect  on  July  1  for  compa- 
rable employees  in  the  systems  certified  in  the  report.  The  Board  of 
Supervisors  thereupon  fixes  a  wage  schedule  which  shall  not  be  in  excess 
of  the  average  of  the  two  highest  wage  schedules  so  certified  by  the  Civil 
Service  Commission. 

For  Fiscal  Year  1990-91,  the  survey  on  the  following  page  showed  that  the 
Massachusetts  Bay  Transportation  Authority  and  Washington  Metropoli- 
tan Area  Transit  Authority  paid  the  highest  rates  for  platform  personnel  as 
of  July  1. 

The  average  of  the  two  was  $17.17  per  hour,  effective  July  1,  1990,  and 
$17.55  per  hour  effective  May  1,  1991.  These  rates  represented  an  in- 
crease of  5.4%  effective  July  1,  1990  and  an  additional  increase  of  2.2% 
effective  May  1,  1991. 
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TRANSIT  OPERATOR  SALARY  SURVEY 
JULY  1,1990 

Max. 

Hourly 

£aj£ 

No.  of 

Utfti. 

Qix 

Transit  Companv 

Boston,  MA 

1294 

Massachusetts  Bay  Trans  Authority 

$17.57 

Washington,  D.C. 

2635 

Washington  Metro  Area  Transit  Auth 

16.765 

San  Jose,  CA 
New  York,  NY 

1038 
8000 

Santa  Clara  County  Transit 
New  York  City  Transit  Auth 

)istrict 

16.73 

ority 

16.6075 

Los  Angeles,  CA 
Chicago,  IL 

4300 
5092 

Southern  California  Rapid  Transit  Dist 

16.03 

Chicago  Transit  Authority 

14.60 

Cleveland,  OH 

1159 

Greater  Cleveland  Regional  Trans  Auth 

14.00 

Columbus,  OH 

408 

Central  Ohio  Transit  Authority 

13.74 

San  Diego,  CA 

580 

San  Diego  Transit  Corporation 

13.60 

Milwaukee,  WI 

950 

Milwaukee  County  Transit  System 

13.48 

Philadelphia,  PA 

2500 

Southeastern  Penns vlvannia  Trans  Auth 

13.36 

Baltimore,  Ml) 

1430 

Maryland  Mass  Transit  Administrator 

12.655 

Houston,  TX 

1202 

Metropolitan  Transit  Authority 

12.45 

Detroit,  MI 

1200 

Detroit-Department  of  Transportation 

12.12 

Phoenix,  AZ 

450 

Phoenix  Transit  System 

12.05 

Dallas,  TX 

San  Antonio,  TX 

735 
598 

Dallas  Area  Rapid  Transit  System 

11.44 
11.07 

VIA  Metropolitan  Transit 

New  Orle 

ans,  LA 

722 

New  Orleans  Regional  Trans 

it  Authority 

10.10 
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Police  and  Fire 

In  November  1990,  the  electorate  approved  amending  the  Charter  by 
adding  Sections  8.590-1  through  8.609-7  which  establishes  collective 
bargaining  for  the  uniformed  forces  of  the  Police  and  Fire  Departments  as 
well  as  the  Airport  Police  Officer  classifications.  Beginning  with  Fiscal 
Year  1991-92,  the  salary  survey  required  by  Charter  Section  8.405  will  be 
utilized  by  the  Employees'  Retirement  System  as  the  minimum  rate  in 
determining  compensation  for  retired  employees  of  the  Police  and  Fire 
Departments. 

For  Fiscal  Year  1990-91,  Charter  Section  8.405  continued  to  provide  the 
method  for  setting  salaries  of  the  uniformed  forces  in  the  Police  and  Fire 
Departments.  Under  this  method,  the  Civil  Service  Commission  is  re- 
quired to  survey  and  certify  to  the  Board  of  Supervisors  rates  of  compen- 
sation paid  Police  Officers  employed  in  the  Police  Departments  in  all 
cities  with  a  population  of  350,000  or  over  in  the  State  of  California.  The 
rate  to  be  certified  is  the  average  of  the  maximum  rates  paid  to  each  Police 
Officer  classification  performing  the  same  or  essentially  the  same  duties 
as  Police  Officers  in  the  City  and  County  of  San  Francisco;  further,  this 
certified  rate  is  to  be  the  rate  of  compensation  for  the  fourth  year  of 
service  in  the  class  of  Police  Officer.  The  rate  of  pay  for  the  first,  second 
and  third  year  of  service  for  Police  Officer  is  to  be  established  in  accor- 
dance with  the  general  percentage  differential  between  seniority  steps 
found  in  the  salary  ranges  included  in  the  cities  surveyed.  The  pay  rates 
established  for  Police  Officers  were  also  applicable  to  Firefighters,  based 
on  the  principle  of  pay  parity  between  the  basic  classifications  of  Police 
Officer  and  Firefighter. 

At  the  election  of  November  4,  1986,  the  electorate  approved  Proposition 
I  which  amended  Charter  Section  8.405  and  authorized  the  City  to  adjust 
rates  paid  to  Police  Officers  and  Firefighters  if  any  of  the  cities  utilized  in 
the  Annual  Salary  Survey  adopted  new  pay  rates  after  our  survey  deadline 
of  August  25.  Therefore,  for  Fiscal  Year  1990-91 ,  there  were  four  salary 
surveys  conducted  throughout  the  year  to  determine  rates  of  pay  for  the 
uniformed  force  of  the  Police  and  Fire  Departments.  Effective  July  1 , 
1990,  the  rate  paid  Police  Officers  and  Fire  Fighters  was  $3104-3593  per 
month.  This  represented  an  increase  of  approximately  3.25%.  There 
were  three  additional  increases  during  the  fiscal  year  on  July  8.  1990; 
January  6,  1991  and  February  16,  1991.  The  weighted  average  increase 
for  the  entire  fiscal  year  was  approximately  4.5%. 

In  accordance  with  Charter  Section  8.405,  paragraph  (f).  the  Civil  Service 
Commission  is  also  required  to  certify  to  the  Board  of  Supervisors  the 
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percentage  increase  or  decrease  in  the  cost  of  living  during  the  twelve- 
month period  ending  March  31  for  San  Francisco  and  for  the  cities  in- 
cluded in  the  certified  report.  The  calculation  on  the  following  pages 
reflects  the  cost  of  living  increase  in  San  Francisco  as  compared  with  the 
average  cost  of  living  increase  in  the  four  cities  surveyed.  The  average 
increase  in  the  cost  of  living  in  San  Francisco  was  3.5%  and  the  average 
increase  in  the  cost  of  living  for  the  cities  surveyed  was  5.5%. 

The  Board  of  Supervisors  may  increase  the  rate  certified  by  an  amount 
equal  to  the  difference  between  the  average  cost  of  living  increase  of  the 
cities  included  in  the  survey  and  the  cost  of  living  increase  in  San  Fran- 
cisco. 


Police  and  Fire  Survey 
July  1,1990 


Long  Beach 
Los  Angeles 
Los  Angeles 
San  Diego 
San  Jose 

Average  Maximum  Basic  Rate  Paid  Police  Officers  =  $3593 


Class  Title 

Positions 

Monthly 
Salary 

Police  Officer 

111 

2644-3274 

Police  Officer  II 

2589 

2845-3731 

Pol  ice  Officer  III 

1895 

3003-3941 

Police  Officer  II 

1142 

2812-3399 

Police  Officer 

824 

2701-3618 

Long  Beach 

Firefighter 

70 

2644-3275 

Los  Angeles 

Firefighter  III 

1176 

2939-3657 

San  Diego 

Firefighter  II 

304 

2552-3082 

San  Jose 

Firefighter 

258 

2558-3427 

Average  Maximum  Basic  Rate  Paid  Police  Officers  =  $3360 

♦San  Francisco  Police  Officer  1336  3006-3480 

♦San  Francisco  Firefighter  1054  3006-3480 


♦Rates  shown  exclusive  of  COLA. 
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Cost  of  Living  Consumer  Price  index  Urban  Wage 
Earners  and  Clerical  Workers 


July  3, 1990 

March       March 
1989           1990 

Percentage 
Increase 

SAN  FRANCISCO 

124.6          129.0 

3.5% 

LONG  BEACH 

122.9          130.5 

6.2% 

LOS  ANGELES 

122.9          130.5 

6.2% 

SAN  DIEGO 

118.0          125.0 

5.9% 

SAN  JOSE 

124.6          129.0 

3.5% 

The  cost  of  living  in  San  Francisco  increased  by  35  %. 

The  cost  of  living  in  the  cities  included  in  the  Police  and  Fire  Survey 
increased  by  5.5  %. 


Labor  Relations  Program 

The  Labor  Relations  Unit  performs  a  series  of  functions  required  by  the 
City's  Employee  Relations  Ordinance.  These  functions  include  certifica- 
tion of  the  appropriate  employee  organization  to  represent  employees  for 
negotiation  purposes,  investigation  of  unfair  labor  practices  charges,  and 
administration  of  complaints  regarding  the  assignment  of  classes  to  bar- 
gaining units  or  the  designation  of  employees  as  Management,  Supervi- 
sory, or  Confidential.  Civil  Service  Rule  21  provides  specific  administra- 
tive procedures  to  carry  out  these  functions.  The  Commission  assumed 
these  labor  relations  responsibilities  in  August  1976. 

Certification/Decertification 

An  employee  organization  may  petition  to  become  the  recognized  or 
"official"  representative  for  a  bargaining  unit  composed  of  classes  with 
similar  duties  and  responsibilities  (i.e.,  community  of  interest).  Such 
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recognition  entitles  the  organization  to  rights  and  responsibilities  as 
specified  in  the  Employee  Relations  Ordinance  (ERO),  such  as  the  right  to 
meet  and  confer  with  City  representatives  and  to  sign  binding  contracts 
(Memoranda  of  Understanding)  on  behalf  of  City  employees. 

Employee  organizations  may  become  recognized  by  petitioning  the  Labor 
Relations  Unit  for  an  election.  Upon  receipt  of  a  valid  petition,  staff 
conducts  a  secret  ballot  election.  Such  elections  involve  arranging  for  a 
pre-election  conference  to  detennine  the  date,  time  and  place  of  the 
election  and  eligible  voters.  A  majority  of  those  voting  determines  the 
results.  After  resolving  any  protest  over  the  conduct  of  the  election,  staff 
formally  certifies  the  elected  employee  organization,  if  any,  to  represent 
the  employees  in  their  labor  relations  with  the  City  and  County.  Staff 
may  also  conduct  decertification  or  "recall"  elections.  This  occurs  when  a 
group  of  employees  or  an  employee  organization  submits  proof  that  a 
sufficient  number  of  the  affected  employees  no  longer  wish  to  be  repre- 
sented by  a  particular  organization. 

An  employee  organization  may  also  gain  recognition  status  by  submitting 
documents  proving  that  the  organization  has  historically  represented 
employees  in  the  bargaining  unit.  After  researching  the  matter,  the  Labor 
Relations  Unit  certifies  the  organization  as  the  official  representative,  or  if 
the  matter  is  under  dispute,  orders  that  an  election  be  held  to  determine  the 
matter.  During  the  past  fiscal  year,  four  election  petitions  were  processed 
by  Commission  staff. 

Unfair  Labor  Practice  Charges 

This  unit  also  investigates  Unfair  Labor  Practice  Charges  (ULPC).  Ini- 
tially, staff  determines  if  the  charge  presents  a  "prima  facie"  case.  The 
charged  party  is  requested  to  respond  in  writing  to  the  allegations.  Staff 
then  attempts  to  resolve  the  dispute  by  identifying  the  key  issues  and 
contacting  each  of  the  parties.  A  setdement  conference  may  be  held 
where  staff  mediates  the  dispute  by  reviewing  the  issues  with  the  parties 
and  proposing  possible  remedies.  If  mediation  is  not  successful,  the 
charge  is  referred,  in  whole  or  in  part,  to  an  Administrative  Law  Judge  for 
hearing  and  final  determination.  When  hearings  are  required,  staff  con- 
ducts a  pre-hearing  conference  to  clarify  the  issues  and  to  set  the  date, 
time  and  place  of  hearing.  In  Fiscal  Year  1990-91,  eleven  Unfair  Labor 
Practice  Charges  were  investigated. 
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Complaints 

The  Labor  Relations  Unit  handles  complaints  involving  the  allocation  of 
classes  to  bargaining  units  or  of  the  assignment  of  a  Management,  Super- 
visory or  Confidential  designation.  This  is  in  accordance  with  the  Em- 
ployee Relations  Ordinance  (ERO)  which  oudines  fifteen  bargaining 
units,  some  of  which  are  divided  into  sub-units.  These  units  are  composed 
of  classes  with  similar  duties  and  responsibilities  for  negotiation  purposes. 
The  ERO  also  specifies  that  some  employees  may  be  designated  as  Man- 
agement, Supervisory  or  Confidential  because  of  the  nature  of  their  duties 
and  their  functional  role  within  a  department. 

The  Mayor's  Office  of  Employee  Relations  is  responsible  for  assigning 
classes  to  units  as  well  as  for  making  Management,  Supervisory  or  Confi- 
dential designations  after  consulting  with  department  heads.  Both  actions, 
unit  determinations  and  designation  assignments,  may  be  protested  by 
filing  a  complaint  with  the  Civil  Service  Commission.  Staff  reviews  these 
complaints  and  attempts  to  mediate  the  dispute.  If  mediation  is  not  pos- 
sible, staff  arranges  for  the  issue  to  be  determined  by  an  Administrative 
Law  Judge.  In  the  Fiscal  Year  1990-91,  staff  handled  two  complaints,  one 
of  which  was  resolved  by  an  Administrative  Law  Judge  hearing. 

Labor  Relations  Program  Highlights:  The  past  fiscal  year  saw  a  substan- 
tial increase  in  the  number  and  complexity  of  Unfair  Labor  Practice 
Charges  filed  with  the  Commission.  Procedures  and  fonns  were  standard- 
ized and  legal  counsel  was  sought  on  a  number  of  issues.  In-house  train- 
ing sessions  were  conducted  and  new  draft  guidelines  were  developed  for 
investigating  these  charges. 

This  unit  also  assisted  the  Employee  Relations  Division  in  formulating 
Citywide  policies  and  procedures  for  assigning  classes  to  bargaining  units 
and  assigning  employees  to  confidential  positions.  Commission  staff  then 
developed  specific  departmental  procedures  to  notify  all  Commission 
employees  currently  assigned  to  designated  positions  and  established  a 
process  for  notifying  employees  as  turnover  occurs  in  these  positions. 

Procedures  and  forms  were  also  developed  and  clarified  for  use  by  em- 
ployee organizations  when  they  merge  or  affiliate  with  other  organiza- 
tions. It  is  anticipated  this  will  assist  in  resolving  some  long-standing 
disputes  over  recognition  issues  when  employee  organizations  change 
their  status. 
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Timeroll  Audit  Unit 

Because  of  the  conversion  of  timerolls  to  computerization  by  the 
Controller's  Payroll/Personnel  Services  Division  (PPSD),  the  Timeroll 
Audit  Unit  is  concerned  primarily  with  the  establishment  and  maintenance 
of  personnel  records,  the  auditing  of  Personal  Action  Reports  (PAR's)  and 
Exception  Reports  for  City  and  County  agencies,  the  approval  of  perma- 
nent and  temporary  requisitions,  and  the  maintenance  of  a  citywide  posi- 
tion control  system.  It  is  anticipated  that  eventually  all  personnel  record 
keeping  will  be  computerized  by  PPSD. 


Timeroll  Audit  Program 

Fiscal  Year  1990-91 

TOTAL 

PAR'S  Audited 

40,187 

Exception  Reports  Audited 

21,306 

Requisitions  Approved 

6,093 

Personnel  Tansact ions  Recorded 

41378 

(i.e.,  appointments,  separations 

reassignments,  leaves,  suspensions, 

layoffs,  in-lieu  payments) 
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Examination  Unit 

The  Civil  Service  Commission  Examination  Unit  is  responsible  for  the 
development  and  administration  of  employee  selection  programs  for 
virtually  all  municipal  job  classifications.  These  programs  are  adminis- 
tered under  extensive  and  complex  professional  and  legal  standards  which 
govern  the  technical  aspects  of  employee  testing  as  well  as  articulate  merit 
and  equal  employment  opportunity  principles. 


Overview 

Development  of  selection  procedures  begins  with  a  thorough  job  analysis. 
This  process  involves  surveying  workers  and  their  supervisors  and  obser- 
vation of  workers  performing  their  job  duties,  complemented  by  numerous 
meetings  with  subject-matter  experts.  The  purpose  of  these  activities  is  to 
obtain  a  clear  and  well-documented  picture  of  the  duties  of  each  job 
classification  and  to  identify  the  types  and  levels  of  knowledge,  skills,  and 
abilities  necessary  to  successfully  perform  those  duties. 

Upon  completion  of  the  job  analysis,  an  examination  plan  is  developed 
with  the  objective  of  designing  the  most  practical  and  effective  method  of 
testing  candidates.  Examination  plans  identify  the  type  of  test  instruments 
to  be  used  and  describe  the  relationships  between  test  content,  rating 
guidelines,  and  job  duties.  Development  of  the  examination  plan  is  a 
critical  step  in  ensuring  that  the  test  instruments  are  job-related  and  valid. 

After  completion  of  the  examination  plan,  an  examination  announcement 
is  issued  which  primarily  describes  the  duties  of  the  job  classification,  the 
minimum  qualifications,  and  the  type  and  value  of  each  test.  Applications 
which  have  been  received  from  interested  persons  are  reviewed  to  ensure 
that  only  qualified  applicants  proceed  to  the  testing  process. 

The  testing  process  commences  once  the  screening  of  applications  is 
complete.  A  variety  of  test  formats  may  be  used,  including  multiple 
choice  tests,  oral  interviews,  performance  tests,  physical  agility  tests,  and 
assessment  center  exercises.  The  specific  fonnat  and  combination  of  tests 
used  are  predicated  on  the  requirement  to  representatively  sample  the 
important  aspects  of  the  particular  job  classification,  while  taking  into 
consideration  issues  related  to  economy,  practicality,  and  faimess 
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Upon  completion  of  testing,  an  eligible  list  is  published  which  contains 
the  names  of  all  candidates  who  successfully  completed  all  stages  of  the 
process.  The  candidates  are  listed  in  rank  order  according  to  their  total 
test  scores  which  may  include  additional  points  they  may  have  earned  for 
seniority,  job  performance,  and/or  prior  military  service.  In  most  cases, 
the  work  of  the  Examination  Unit  is  completed  once  an  eligible  list  has 
been  adopted. 

Program  Description 

Over  a  period  of  years,  the  Civil  Service  Commission  has  entered  into 
Memoranda  of  Understanding  with  various  operating  departments  for  the 
purpose  of  establishing  decentralized  civil  service  units.  These  units,  in 
turn,  provide  assistance  in  maintaining  examination  programs  for  job 
classifications  which  are  department  specific  (e.g.,  the  Department  of 
Public  Health  Decentralized  Examination  Unit  develops  and  administers 
examinations  for  Licensed  Vocational  Nurses,  Registered  Nurses,  Radio- 
logical Technicians,  etc.). 

The  Civil  Service  Examination  Unit  is  responsible  for  administering 
employee  selection  programs  for  more  than  1,100  job  classifications 
involving  over  17,000  positions.  The  decentralized  units  administer 
selection  programs  for  approximately  330  job  classifications  encompass- 
ing 10,000  positions.  These  include  the  Police  Department  Consent 
Decree  Examination  Unit  and  the  Fire  Services  Examination  Unit,  which 
operate  under  the  terms  of  Consent  Decree  settlements  approved  by  the 
United  States  District  Court. 

With  the  exception  of  the  Fire  Department  and  Police  Department  Con- 
sent Decree  Examination  Units,  the  administration  of  selection  programs 
by  decentralized  examination  units  must  comport  to  prevailing  Civil 
Service  Commission  Rules,  policies  and  practices  and  the  resulting  work 
products  are  subject  to  the  review  and  final  approval  of  the  Civil  Service 
Commission.  The  responsibility  for  oversight  and  monitoring  of  the 
selection  programs  administered  by  the  decentralized  examination  units  is 
delegated  to  the  Division  Manager  of  the  Civil  Service  Examination  Unit. 

Program  Highlights  and  Performance 

Fiscal  Year  1990-91  was  a  period  highlighted  by  change.  The  changes 
were  largely  the  result  of  activities  related  to  the  physical  relocation  of  the 
Examination  Unit  to  new  facilities  at  44  Gough  Street  and  the 
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implementation  of  the  first  stages  of  the  five-year,  multi-phased  Manage- 
ment Action  Plan  which  was  developed  and  approved  during  the  previous 
year. 

The  Assistant  Division  Manager  of  the  Examination  Unit  was  responsible 
for  the  overall  planning  and  coordination  of  the  move  which  involved  the 
consolidation  of  approximately  100  staff  members  of  the  Management 
Development,  Classification,  Salary  and  Labor  Relations,  Management 
Information  Systems  and  Examination  Units  previously  housed  at  various 
other  locations  to  44  Gough  Street.  This  task  involved  space  allocation, 
voice  and  data  communications,  site  preparation  and  the  other  logistical 
complexities  associated  with  a  move  of  this  magnitude. 

During  July,  August,  and  early  September,  unit  activities  focused  on  the 
planning  of  and  subsequent  physical  move  to  44  Gough.  In  the  long  term, 
the  benefits  derived  from  the  move  will  significantly  outweigh  the  loss  of 
two-plus  months  of  program  productivity  represented  by  the  need  to  divert 
staff  time  from  the  development  and  administration  of  selection  proce- 
dures to  accomplish  the  move. 

The  new  physical  facilities  mitigate  almost  all  of  the  problems  associated 
with  the  inadequate  facilities  at  646  Van  Ness  Avenue.  As  an  example, 
the  unit  currently  has  five  oral  board  rooms  on  site.  In  the  past,  space  for 
administering  oral  examinations  was  borrowed  or  rented  and  therefore 
involved  extensive  staff  time,  extraordinary  expenses,  and  conflicting 
priorities  related  to  space  availability  and  time  constraints  for  completion 
of  examinations  in  progress. 

The  Examination  Unit  began  implementation  of  the  Management  Action 
Plan  during  Fiscal  Year  1990-91.  The  Mayor's  Office  and  the  Board  of 
Supervisors  approved  funds  for  eight  additional  professional  and  three 
additional  clerical  support  staff  for  the  unit  in  the  Fiscal  Year  1990-91 
budget  to  support  implementation  of  the  Management  Action  Plan.  The 
major  activities  undertaken  to  implement  the  fust  phase  of  the  Manage- 
ment Action  Plan  included: 

•    Adding  three  examination  teams  to  the  existing  four 

examination  teams.  Unlike  the  existing  examination  teams 
which  are  responsible  for  developing  selection  procedures  for  a 
broad  array  of  job  classifications,  the  additional  teams  are  each 
dedicated  to  developing  selection  procedures  for  a  single,  spe- 
cialized occupational  area.  The  three  areas  are  data  processing, 
engineering,  and  clerical  occupations. 
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•  The  introduction  of  a  Technical  Services  Team  which  was 
assigned  a  broad  base  of  responsibilities  for  developing  and 
implementing  measures  to  enhance  the  efficiency  and  effective- 
ness of  the  examination  program  through  streamlining  policies 
and  procedures,  adopting  new  methods  and  technology,  and 
training  of  staff. 

•  Filling  thirteen  professional,  eight  new  and  five  vacant,  profes- 
sional analyst  positions  to  staff  the  new  examination  teams, 
Technical  Services  Team,  and  vacancies  on  existing  teams.  This 
was  accomplished  by  October  and  included  the  hiring  of  an 
Assistant  Division  Manager  to  implement  the  Technical  Services 
Program. 

•  Developing  and  administering  a  comprehensive  orientation  and 
training  program  for  twenty  new  or  recently  hired  examination 
analysts  including  analysts  employed  by  the  decentralized 
examination  units.  Extensive  training  was  provided  on  exami- 
nation-related topics  including  use  of  the  computerized  applica- 
tions and  accessing  databases  residing  on  the  WANG  VS  mini- 
computer. General  orientation  was  provided  by  each  of  the 
operating  civil  service  units.  Training  in  the  use  of  WANG 
word  processing  was  coordinated  by  the  Civil  Service  Commis- 
sion MIS  Unit  and  provided  by  the  Controller's  ISD  Training 
Division. 

During  Fiscal  Year  1990-91,  the  Technical  Services  Team  has  undertaken 
and/or  completed  the  following  projects,  which  are  integral  components  of 
the  Management  Action  Plan: 

•  Developed  and  completed  a  needs  analysis  survey  of  division 
and  decentralized  unit  examination  analysts  to  identify  internal 
and  external  barriers  and  constraints  affecting  personal  and 
program  performance  and  to  solicit  recommendations  for  train- 
ing and  other  actions  necessary  for  improving  performance. 

•  Established  a  Job  Analysis  Steering  Committee  to  study  and 
propose  more  "state-of-the-art"  job  analysis  methodologies  and 
strategies,  recommend  policies  and  procedures,  and  develop  a 
job  analysis  procedures  manual  for  adoption  as  a  city  wide 
standard  operating  procedure  to  replace  the  current  job  analysis 
approach. 
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•  Conducted  a  survey  of  45  public  jurisdictions  regarding  their  job 
analysis  methodologies  and  practices. 

•  Developed  a  draft  version  of  the  first  component  of  the  Job 
Analysis  Procedures  manual. 

•  Completed  Applicant  Tracking  Manual  and  training  curriculum 
on  the  use  of  the  computer-based  applicant  tracking  system. 

•  Began  development  of  the  Examination  Scoring  and  Analysis 
Manual  and  training  curriculum  on  the  use  of  the  computer- 
based  examination  scoring  and  analysis  system  and  the  Statisti- 
cal Package  for  the  Social  Sciences  (SPSS)  application  program. 

•  Developed  a  Technical  Bulletin  enumerating  the  use  of  a  psy- 
chometric procedure  known  as  standard  scoring  or  standardiza- 
tion to  address  problems  associated  with  the  process  of  interpret- 
ing and  combining  test  scores.  This  matter  will  be  presented  to 
the  Civil  Service  Commission  for  adoption  in  early  Fiscal  Year 
1991-92. 

•  Began  research  on  the  use  of  behaviorally-anchored  rating  scales 
and  other  rating  approaches  to  develop  and/or  adopt  strategies 
which  will  increase  the  usefulness  of  test  results  in  making 
hiring  decisions. 

•  Developed  departmental  needs  survey  which  will  be  adminis- 
tered to  appointing  officers  and  personnel  officers  of  the  various 
City  departments  to  solicit  their  perceptions  as  to  the  need  and 
ways  to  improve  the  current  selection  procedures. 

•  Completed  first  draft  of  the  departmental  needs  survey  to  be 
administered  to  operating  department  first-line  supervisors  and 
employee  representative  organizations.  This  survey  will  be 
revised  as-needed  based  on  an  analysis  of  the  results  of  the 
departmental  needs  survey  administered  to  appointing  officers 
and  personnel  officers. 

For  Fiscal  Year  1990-91,  as  compared  to  Fiscal  Years  1988-89  and  198P- 
90,  the  number  of  eligible  lists  adopted  and  number  of  eligibles  on  the 
lists  produced  by  each  of  the  selection  programs  are  as  follows: 


24 


Cirv  and  County  of  San  Francisco 


Civil  Service  Commission 


Annual  Report  Fiscal  Year  1990-91 


EXAMINATION  PROGRAM  PERFORMANCE 
SUMMARY  BY  UNIT 


UNIT                U 

[SIS 

ELIGIBLE 

USES 

ELIGIBLE?* 

LISTS   ELIGIRLES 

AIRPORT 

12 

260 

10 

116 

21 

150 

CSC 

156 

3 

3,805 
1,645 

182 
1 

6,041 

83 

184 

2 

5.243 

FIRE 

123 

POLICE 

0 

0 

1 

320 

1 

289 

PUC 

10 

266 

22 

454 

18 

473 

RETIREMENT 

2 
1 

6 

57 

5 
11 

41 

979 

1 

7 

8 

356 

DSS 

DPH 

121 

1,012 

136 

1,418 

106 

913 

TOTAL 


305 


7,051 


368 


9,452 


341 


7,549 


Program  productivity,  if  measured  solely  in  terms  of  the  absolute  number 
of  lists  adopted  and  eligibles  on  those  lists,  was  lower  for  Fiscal  Year 
1990-91  as  compared  to  Fiscal  Year  1989-90  for  all  selection  programs 
with  the  exception  of  the  Civil  Service  Examination  Unit  and  Airport 
Decentralized  Examination  Unit.  However,  relying  on  these  statistics 
alone  to  assess  productivity  would  be  misleading.  The  apparent  "drop"  in 
production  was  anticipated  and  can  be  attributed  to  two  reasons. 

First,  of  the  52  FTEs  assigned  to  the  selection  programs  Citywide,  exclu- 
sive of  the  Fire  and  Police  Consent  Decree  programs,  16  FTEs  (31%  of 
the  total  staffing)  were  newly  hired  during  Fiscal  Year  1990-91 .  Twelve 
of  the  35  FTEs  assigned  to  the  Civil  Service  Examination  Unit  were  hired 
during  the  first  quarter  of  Fiscal  Year  1990-91  and  are  not  expected  to  be 
fully  competent  until  they  have  completed  one  full  year  on  the  job. 
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Nonetheless,  the  unit  produced  184  lists  in  Fiscal  Year  1990-91  as  com- 
pared to  182  lists  for  the  previous  year.  In  this  instance,  the  increase  in 
the  staffing  level  from  26  FTEs  to  35  FTEs  offset  the  lack  of  experience 
and  enabled  the  unit  to  meet  productivity  levels  consistent  with  the  expec- 
tations established  by  the  Management  Action  Plan. 

Second,  the  examinations  administered  during  Fiscal  Year  1990-91 
involved  a  proportionately  larger  number  of  higher-level  classifications 
than  for  the  previous  year.  In  the  effort  to  reduce  the  existing  backlog, 
examinations  for  the  lower-level  classifications  were  predominately 
administered  during  Fiscal  Year  1989-90  and  early  Fiscal  Year  1990-91. 
A  disproportionately  greater  number  of  provisional  employees  were 
concentrated  in  the  lower  level-classifications. 

Generally,  provisional  employees  in  the  higher-level  classifications  have 
permanent  status  in  other  City  job  classifications  which  is  generally  not 
the  case  with  provisional  employees  in  the  lower-level  classifications. 
Giving  initial  priority  to  administering  examinations  for  the  lower-level 
classifications  provided  the  provisional  employees  in  those  classifications 
with  the  opportunity  to  attain  permanent  status  and  therefore  entitlement 
to  membership  in  the  City  retirement  system  and  salary  increments  above 
the  entrance  step. 

Further,  developing  and  administering  selection  procedures  for  the  lower- 
level  classifications  is  generally  less  technically  and  logistically  complex 
than  for  the  higher-level  classifications.  Thus,  this  enabled  inexperienced 
staff  to  become  "seasoned"  before  being  assigned  the  more  technically 
demanding  projects. 

Of  the  total  341  eligible  lists  adopted  during  Fiscal  Year   1990-91,  83 
(24%)  were  for  job  classifications  with  five  or  fewer  budgeted  positions  of 
which  58  (17%)  were  one  or  two  position  classifications.  Of  the  184 
eligible  lists  produced  by  the  Civil  Service  Examination  Division,  55 
(30%)  involved  classifications  with  five  or  fewer  budgeted  positions  of 
which  41  (22%)  were  one  or  two  position  classifications. 

A  sampling  of  the  classifications  that  the  unit  produced  eligible  lists 
includes:  Administrative  Engineer;  General  Manager,  Department  of 
Electricity;  Principal  Accountant;  Director  of  Animal  Care  and  Control; 
Coordinator,  Childrens'  Library  Activities;  Deputy  Sheriff;  Chief  BuiM 
ing  Inspector;  Painter;  and  Police  Communications  Dispatcher. 
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Program  Issues  and  Projected  Activities 

As  of  October  1989,  the  examination  backlog  consisted  of  530  different 
job  classifications.  The  current  backlog  is  estimated  to  be  between  308 
and  357  job  classifications.  The  exact  number  of  examinations  needed 
cannot  be  calculated  since  it  is  dependent  upon  the  number  of  examina- 
tions needed  during  Fiscal  Year  1991-92  as  result  of  current  lists  expiring 
and  exhausting,  the  adoption  of  new  classifications,  and  reaching  closure 
on  classification  activities  involving  existing  job  classes. 

As  of  July  1,  1991,  there  were  253  classifications  for  which  there  were  no 
current  eligible  lists  with  budgeted  permanent  positions  which  were  either 
filled  by  provisional  employees  or  vacant  with  the  expectation  of  being 
filled  in  the  near  future.  Examinations  are  in  progress  for  157  of  those 
classifications,  60  (38%)  of  the  157  are  one  to  two  position  classifications. 
Additionally,  there  are  96  classifications,  of  which  61  (64%)  are  one  to 
two  position  classes,  for  which  examinations  are  not  currently  in  progress 
but  will  most  probably  be  assigned  during  Fiscal  Year  1991-92.  Ap- 
proximately 70%  of  these  96  classifications  are  classes  which  are  specific 
to  departments  with  Decentralized  Examination  Units,  i.e..  Department  of 
Public  Health,  Public  Utilities  Commission,  Airport,  Department  of  Social 
Services  and  Retirement. 

The  unit  will  continue  to  reduce  the  existing  backlog  and  anticipates  that 
the  backlog  will  be  diniinished  to  an  acceptable  level  by  the  end  of  Fiscal 
Year  1991-92.  In  the  process,  the  unit  will  increasingly  take  on  the  task 
of  developing  and  administering  examinations  for  job  classifications 
which  have  traditionally  been  assigned  to  the  decentralized  examination 
units. 

Due  to  the  fact  that  the  great  majority  of  the  examinations  involve  job 
classifications  at  the  more  senior  and  management  levels,  the  activities 
related  to  the  developing  and  administering  the  required  selection  proce- 
dures will  be  technically  and  logically  more  complex  and  demanding. 
Further,  the  ability  to  administer  these  examinations  will  depend  greatly 
upon  the  higher-level  managers  in  the  operating  departments  to  assist  as 
subject-matter  experts  in  the  job  analysis  and  examination  development 
processes. 

Fiscal  Year  1991-92  represents  yet  another  transitional  stage  for  the 
selection  programs.  The  past  two  years  have  focused  on  the  "quantitative" 
aspects  of  reducing  the  examination  backlog  to  manageable  levels. 


27 


City  and  County  of  San  Francisco 


Civil  Service  Commission 


Annual  Report  Fiscal  Year  1990-91 


During  the  next  twelve  months,  the  "qualitative"  issues  will  receive  equal 
if  not  greater  attention. 

The  unit  will  focus  on  implementing  the  next  phase  of  the  Management 
Action  Plan  which  calls  for  streamlining  and  "modernization"  of  policies, 
practices,  and  procedures.  This  will  entail  completing  the  departmental 
needs  survey  and  analysis,  adopting  new  job  analysis  methodologies, 
examination  planning  and  design  strategies,  test  rating  scales,  continued 
refinement  of  computer-supported  applications,  and  the  delivery  of  train- 
ing to  civil  service  and  decentralized  unit  staff. 

At  the  time  that  this  is  being  written,  there  are  proposed  Charter  amend- 
ments on  the  November  ballot  related  to  the  administration  of  the  person- 
nel programs  operated  by  the  Civil  Service  Commission.  If  the  electorate 
approves  these  Charter  amendments,  the  manner  in  which  the  selection 
programs  are  administered  could  be  significantly  impacted  in  a  positive 
fashion.  Regardless,  the  unit's  course  is  clear. 
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Management  Development  Unit 


The  Management  Development  Unit  has  three  functions: 

•  it  provides  managers  and  supervisors  with  the  basic  tools  and 
skills  to  manage  and  motivate  employees  through  training, 

•  it  works  to  assure  the  City  and  County  of  leadership  talent  for 
the  future  through  management  development,  and 

•  it  helps  departments  and  work  units  to  maximize  their  effective- 
ness through  organizational  development. 


Management  Training  Needs  Analysis 

The  Management  Development  Unit  began  Fiscal  Year  1990-91  by  con- 
ducting a  citywide  Management  Training  Needs  Analysis.  More  than 
2,825  managers,  supervisors,  and  employees  from  56  departments  took 
part  in  the  survey,  through  personal  interviews  and  written  question- 
naires. As  a  result  of  the  survey,  Management  Development  has  designed 
a  new  curriculum,  changed  the  way  training  is  delivered,  and  has  ex- 
panded the  scope  of  its  services  to  departments.  It  completed  the  year  by 
implementing  two  new  programs  and  significantly  increasing  the  number 
of  managers  over  last  year's  totals. 

Program  Design 

The  new  curriculum  contains  a  series  of  programs  that  build  on  one 
another  and  provides  all  levels  of  management  with  a  unified  approach  to 
accomplishing  departmental  goals. 

At  the  executive  level.  Implementing  Complex  Change  gives  appointing 
officers  and  their  senior  managers  strategies  for  leading  their  organiza- 
tions in  a  time  of  major  change. 

Lower-level  managers  and  supervisors  also  learn  an  approach  to  managing 
change  in  a  three-day  seminar.  The  Manager/Supervisor  as  Coach.  This 
program  builds  participants'  communication,  motivation,  and  problem- 
solving  skills,  and  gives  them  insights  into  managing  a  diverse  work  force. 
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The  communication  skills  participants  learn  in  the  Manager/Supervisor  as 
Coach  will  be  reinforced  in  two  more  programs  currently  under  develop- 
ment— the  Performance  Appraisal  Clinic  and  Addressing  Problem  Perfor- 
mance. Both  of  these  programs  will  include  input  from  employee  rela- 
tions, personnel  staff,  and  other  subject-matter  experts. 

In  response  to  requests  from  the  Department  of  Public  Works  and  the  San 
Francisco  Police  Department,  the  Management  Development  Unit  has  also 
developed  new  programs  for  non-supervisory  employees  in  communica- 
tion skills  and  career  planning. 

The  program  developed  for  the  Department  of  Public  Works,  Voices  and 
Choices,  begins  in  July  1991.  The  Career  Management  Seminar  for  the 
Police  Department  will  begin  in  late  summer.  The  material  included  in 
these  programs  complements  the  content  of  the  other  Management  Devel- 
opment programs. 

Program  Delivery 

To  maximize  the  usefulness  of  its  programs  to  the  departments,  the  Man- 
agement Development  has  changed  to  a  department-centered  strategy  for 
delivering  training.  Working  with  senior  management,  Management 
Development  links  its  training  to  the  organization's  goals  and  objectives. 
Senior  managers  attend  the  training  first,  and  then  sponsor  it  as  it  moves 
through  all  ranks  of  management  and  supervisor. 

Organizational  Development 

To  ensure  that  departmental  environments  support  and  reinforce  the 
principles  taught  in  the  classroom,  members  of  the  Management  Develop- 
ment staff  function  as  consultants  to  work  with  departments  and  work 
units  on  their  organizational  effectiveness.  Through  executive  retreats  and 
other  programs,  they  build  teamwork,  improve  cooperation  between 
groups  and  increase  positive  communications  to  improve  the  work  cli- 
mate. 
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Program  Performance 

Fiscal  Year  1990-91  was  an  unprecedented  year  of  new  program  design, 
innovations  in  delivery,  and  expansion  of  services.  Management  Devel- 
opment has  increased  the  number  of  managers  trained  by  54%  over  last 
year  as  indicated  below.  This  was  accomplished  despite  the  time  demands 
of  the  needs  analysis,  new  program  development  and  the  need  to  equip 
and  furnish  the  new  training  center  at  44  Gough  Street. 


Management  Development  Unit 
Program  Performance 

Fiscal  Year         Fiscal  Year 
1989-90               1990-91 

Number  of  Workshops 

65                        89 

Executive/Mid-Level 
Manager  Participants 

127                      590 

First  Line  Manager 
Participants 

820                     868 

Since  the  Supervisor  as  Coach  program  was  implemented  in  March,  the 
following  departments  have  begun  offering  the  program: 


Juvenile  Probation  Department 
Department  of  Public  Works 
Fire  Department 
Recreation  and  Park  Department 
Public  Utilities  Commission 


Department  of  Public  Health 
Public  Library 
Airports  Commission 
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The  remaining  departments  will  begin  participating  as  soon  as  staff  is 
available  to  meet  their  needs. 

In  addition  to  training,  the  staff  undertook  several  other  major  projects: 

•  provided  the  Fire  Department  with  a  permanent  facilitator  for  its 
Standard  Operating  Procedures  Committee,  which  is  working  to 
establish  consistent  performance  appraisal  standards  for  its 
Department.  This  group  holds  half-day  meetings  every  month. 

•  worked  on  nine  team  building  and  organizational  development 
projects  for  work  units  in  several  different  departments. 

•  conducted  Executive  Retreats  in  three  departments  and  assisted 
with  plans  for  a  major  reorganization  in  a  fourth  department. 

To  bring  its  programs  closer  to  the  workplace.  Management  Development 
has  made  use  of  training  space  through  the  City,  sometimes  teaching  as 
many  as  six  courses  simultaneously.  In  addition  to  conducting  programs 
at  44  Gough  Street  and  Room  168  City  Hall,  the  Unit  has  developed  its 
programs  in  the  Civic  Auditorium,  the  Hall  of  Flowers,  a  ward  at  Juvenile 
Probation,  Muni's  LRV  Green  Center,  the  Army  Street  training  trailer,  the 
Police  Academy,  the  Sheriff's  Department  Training  Center,  and  in  confer- 
ence rooms  at  the  Zoo,  the  Airport,  Hetch  Hetchy,  the  Main  Library  and 
Laguna  Honda  Hospital. 

To  increase  the  delivery  force  for  its  programs.  Management  Develop- 
ment is  preparing  line  managers  and  staff  from  the  departments  to  become 
volunteer  trainers.  Four  personnel  and  training  staff  from  outside  Man- 
agement Development  participated  in  the  Train-the-Trainer  program  for 
Supervisors  as  Coach  in  February.  A  lieutenant  from  the  Fire  Department 
has  become  the  first  Training  Officer  intern,  gaining  on-the-job  experi- 
ence in  designing  training  as  well  as  teaching  programs.  Further  intern- 
ships and  Train-the-Trainer  programs  are  planned  for  the  new  fiscal  year. 


Performance  Appraisal 

Management  Development  plans  to  work  with  the  departments  to  update 
the  Performance  Appraisal  System  and  tie  it  more  closely  to  the  day-to- 
day management  of  people.  Based  on  the  needs  analysis  data  and  input 
from  a  committee  of  personnel  managers  appointed  by  the  ( "iv.il  Service 
Commission,  the  unit  will  work  on  ways  to  improve  the  usefulness  of  the 
system  as  a  key  management  tool.  While  the  new  system  ii  being 
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developed,  existing  performance  appraisal  training  is  available  to  the 
departments  on  request. 


Tuition  Reimbursement 

During  Fiscal  Year  1990-91,  516  employees  qualified  for  tuition  reim- 
bursement under  the  provisions  of  Civil  Service  Commission  Rule  28  - 
Employee  Training  Reimbursement.  Because  of  the  heavy  demand,  all  of 
the  available  tuition  reimbursement  funds  were  encumbered  by  March 
1991.  The  funds  paid  for  job-related,  accredited  training  that  developed 
employees  for  continued  performance  in  their  current  jobs  or  helped 
qualify  them  for  advancement. 
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Equal  Employment  Opportunity  Unit 


The  Equal  Employment  Opportunity  (EEO)  Unit  administers  affirmative 
action  programs  to  increase  the  representation  of  women  and  minorities  in 
the  City  and  County's  work  force  to  reflect  the  composition  of  the  San 
Francisco  available  labor  market.  In  the  past  year,  the  EEO  Unit  contin- 
ued outreach  and  recruitment  efforts,  assisted  departments  in  updating 
affirmative  action  programs,  monitored  provisional  hiring,  and  adminis- 
tered special  programs. 

The  EEO  Unit  also  ensures  equal  employment  opportunity  by  investigat- 
ing complaints  of  discrimination,  reviewing  examination  plans  and  an- 
nouncements, developing  and  conducting  training  for  managers,  supervi- 
sors, and  employees  by  compiling  work  force  reports. 


Outreach  and  Recruitment 

The  EEO  Unit  conducted  affirmative  action  outreach  activities  to  recruit 
minorities  and  women  for  35  Civil  Service  examinations.  During  the  past 
year,  the  Unit's  recruitment  efforts  increased  the  representation  of  minori- 
ties in  entry  and  journey-level  professional  positions,  i.e..  Junior  Land- 
scape Architect,  Real  Property  Appraiser  Trainee,  Training  Officer, 
Affirmative  Action  Specialist/Associate  Coordinator,  City  Planners  and 
the  Counselor  series.  EEO  Unit  staff  continued  efforts  to  increase  the 
representation  of  women  and  minorities  in  blue  collar  jobs  (Carpenter, 
Sheet  Metal  Worker,  Automotive  Body  and  Fender  Worker,  Electrician 
Supervisor  I,  Maintenance  Machinist,  Radio  Technician,  Transit  Opera- 
tor). 

EEO  Unit  staff  also  assisted  departments  in  the  recruitment  and  referral  of 
targeted  candidates  to  fill  their  non-civil  service  vacancies  in  the  absence 
of  eligible  lists.  Recruitment  was  done  for  such  positions  as  Junior  Man- 
agement Assistant,  Illustrator  and  Art  Designer,  Contract  Administrator, 
clerical  staff  and  various  entry  and  journey-level  positions  in  the  Manage- 
ment Infonnation  Systems  and  Data  Processing  classifications. 

In  the  area  of  community  outreach,  EEO  Unit  staff  attended  and  coordi- 
nated departments'  participation  at  job  fairs  and  conferences  sponsored 
by:  the  University  of  California-Berkeley;  San  Francisco  State  Univer- 
sity; Bay  Area  Urban  League;  Career  Edge;  Progressive  Staffing  Associa- 
tion; Community  Career  Education  Center;  and  Mayor's  Committee  for 
Employment  of  Disabled  Persons. 
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Employment  of  Disabled  Individuals  (Rule  34  Program) 

The  Program  for  the  Exempt  Employment  of  Individuals  with  Severe 
Disabilities  was  implemented  in  Fiscal  Year  1986-1987  pursuant  to  Civil 
Service  Commission  Rule  34.  Under  this  Rule,  a  department  may  choose 
to  designate  an  entry-level  position  to  be  filled  on  a  competitive  basis  by 
an  individual  who  meets  the  position's  qualifications  and  has  a  severe 
disability.  The  individual  selected  for  the  position  is  exempt  from  civil 
service  testing  and  after  one  full  year  of  satisfactory  performance  is 
advanced  to  regular  permanent  civil  service  status. 

The  EEO  Unit  is  responsible  for  the  Citywide  coordination  of  the  Rule  34 
Program.  In  this  role,  staff  maintains  close  contact  with  organizations  in 
the  disabled  community,  state  and  federal  agencies,  and  City  departments 
to  advocate  for  the  employment  of  individuals  with  disabilities.  In  order 
to  increase  awareness  about  the  Rule  34  Program  staff,  conducts  depart- 
mental Rule  34  presentations  offering  detailed  information  and  assistance 
in  implementing  the  Rule. 

The  Rule  34  Program  is  dependent  on  a  close  working  relationship  with 
both  the  State  Department  of  Rehabilitation  and  the  Veteran's  Administra- 
tion who  certify  individuals  for  inclusion  into  this  program.  Additionally, 
the  Department  of  Rehabilitation  provides  assistance  with  regard  to 
reasonable  accommodation  and  technical  information  on  specific  disabili- 
ties. Applicants  for  Rule  34  position  vacancies  are  referred  by  over  70 
community-based  agencies  within  the  Bay  Area  disabled  community. 

Individuals  entering  City  employment  via  the  Rule  34  Program  and  their 
managers  receive  orientations  from  EEO  Unit  staff  on  the  Program  and 
other  issues  related  to  the  employment  of  people  with  disabilities.  Staff 
ensures  that  individuals  in  the  Rule  34  Program  and  their  employer  de- 
partments have  the  information  and  tools  necessary  to  have  a  successful 
and  productive  work  relationship. 

The  Rule  34  Program  made  major  strides  during  this  fiscal  year.  Thirty- 
three  individuals  gained  employment  via  the  Rule  34  Program  and  26 
individuals  transitioned  to  permanent  civil  service  status.  Since  its  incep- 
tion, a  total  of  134  people  and  18  City  departments  have  participated  in 
the  Rule  34  Program. 

Staff  of  the  EEO  Unit  actively  participated  on  the  Mayor's  Task  Force  on 
the  Disabled  to  prepare  a  work  plan  which  addresses  employment  issues 
of  disabled  persons  in  the  City  and  County  work  force.  In  order  to 
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increase  awareness  among  City  managers  of  the  issues  facing  the  disabled 
community,  a  conference  entitled  "Disabilities  and  Reasonable  Accommo- 
dation -  Impact  on  the  Workplace"  was  held  on  April  17,  1991,  at  the 
Pacific  Bell  Conference  Center  in  San  Francisco.  Approximately  117 
upper  level  managers  attended  the  conference. 

Announcement  Reviews 

The  EEO  Unit  reviews  civil  service  examination  announcements  for 
compliance  with  equal  employment  opportunity  guidelines  to  ensure  that 
minimum  qualifications  and  examinations  do  not  negatively  impact 
minority  and  female  applicants  and  to  determine  special  recruitment 
needs.  This  year  145  examination  announcements  were  reviewed. 

Women's  Employment  Program 

The  objective  of  the  Women's  Employment  Program  is  to  increase  the 
representation  of  women  in  positions  that  have  traditionally  been  held  by 
men.  Program  activities  involve  conducting  targeted  recruitment  of 
women  for  classes  where  women  are  under-represented,  counseling,  and 
advising  individuals  of  application,  examination  and  certification  proce- 
dures. 

EEO  Unit  staff  monitor  appointments  in  targeted  classifications  when 
women  are  certified  from  eligibility  lists.  Departments  are  reminded  of 
their  affirmative  action  goals  and  are  encouraged  to  appoint  women.  If  a 
women  is  not  selected,  departments  are  required  to  submit  a  written 
explanation  for  their  action. 

Another  major  component  of  the  Program  includes  retention  of  female 
employees  in  targeted  classifications.  Retention  activities  include  site 
visits  of  departmental  facilities  to  ensure  that  work  sites  are  free  from 
inappropriate  materials  and  are  adequate  for  female  workers.  This  year 
site  visits  were  made  at  Public  Works,  Public  Health,  Municipal  Railway. 
Recreation  and  Parks,  Recorder's  Office,  Police,  Adult  Probation,  Airport 
Sewage  Plant,  and  Juvenile  Probation. 

Other  ongoing  retention  activities  include  the  distribution  of  a  quarterly 
newsletter  to  over  1,000  female  employees,  as  well  as  counseling  and 
support  services  to  female  employees  and  applicants.  EEO  Unit  staff 
provides  information  on  policies  and  procedures,  and  assists  in  problem 
resolution  by  working  with  department  and  union  representatives  and  the 
Commission  on  the  Status  of  Women  in  resolving  these  concerns. 
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In  order  to  highlight  non-traditional  employment  opportunities,  the  EEO 
Unit  developed  a  three-part  video  series  on  women  in  the  workplace, 
featuring  City  employees  in  various  occupations.  The  videos  are  used  as 
recruitment,  orientation  and  training  tools  which  emphasize  the  changing 
work  force  and  the  issues  that  arise  in  supervising  women  in  job  fields  that 
have  traditionally  been  held  by  men.  These  videos  have  been  used  by 
members  of  the  Board  of  Supervisors,  the  Fire  Department  Examination 
Unit,  the  Department  of  Public  Works,  the  PUC  Women's  Advisory 
Group,  the  Civil  Service  Management  Development  Unit  and  the  Person- 
nel Management  Conferences. 

Staff  works  closely  with  other  government  agencies,  such  as  the  Commis- 
sion on  the  Status  of  Women,  the  Mayor's  Improper  Government  Activi- 
ties Unit  and  the  Employee  Assistance  Program  to  effect  resolution  to 
informal  complaints  or  concerns  on  part  of  female  employees.  Staff  also 
works  closely  with  personnel  and  affirmative  action  departmental  liaisons 
in  recommending  training  or  modification  of  existing  personnel  practices 
which  may  negatively  impact  current  female  employees  or  applicants. 


Discrimination  Complaints 

The  Equal  Employment  Opportunity  Unit  administers  Civil  Service 
Commission  Rule  1.03(f)  which  provides  a  mechanism  for  the  internal 
resolution  of  discrimination  complaints  filed  by  City  and  County  employ- 
ees and  applicants  for  employment.  In  the  past  fiscal  year,  a  total  of  68 
discrimination  complaints  were  filed  pursuant  to  Rule  1.03. 

The  EEO  Unit  also  serves  as  the  central  agency  for  the  receipt  and  trans- 
mittal of  discrimination  complaints  filed  with  the  U.S.  Equal  Employment 
Opportunity  Commission  and  the  California  Department  of  Fair  Employ- 
ment and  Housing.  During  the  fiscal  year,  58  EEOC/DFEH  complaints 
were  filed  against  the  City  and  County  of  San  Francisco. 

The  EEO  Unit  provided  technical  assistance  to  departments  on  the  investi- 
gation and  settlement  of  discrimination  charges.  Staff  also  assisted  the 
Offices  of  the  Mayor  and  City  Attorney  in  the  preparation  of  responses  to 
lawsuits  and  administrative  complaints. 
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EEO  Training 

During  Fiscal  Year  1990-91,  approximately  500  managers  and  supervisors 
participated  in  EEO  workshops  and  conferences  covering  such  topics  as 
Managing  a  Diverse  Work  Force,  Prevention  of  Sexual  Harassment  in  the 
workplace,  the  Rule  34  program,  and  Reasonable  Accommodation  for 
Individuals  with  Disabilities. 

The  largest  number  of  participants  attended  a  conference;  Disabilities  and 
Reasonable  Accommodation-Impact  on  the  Workplace,  held  on  April  17, 
1991.  A  total  of  117  upper-level  departmental  managers  attended  work- 
shops on  making  reasonable  accommodation,  and  participated  in  discus- 
sions on  the  1990  Americans  with  Disabilities  Act  (ADA). 

EEO  has  a  commitment  to  providing  on-going  training  to  employees, 
supervisors,  and  managers  to  improve  their  working  knowledge  of  EEO/ 
AA  laws  and  principles.  Additional  training  programs  are  being  devel- 
oped as  a  preventive  approach  to  encourage  managers'  to  maintain  a 
discrimination-free  work  environment,  and  to  educate  all  employees 
concerning  issues  arising  in  a  rapidly  changing  work  force. 

Bilingual  Programs 

Activities  in  this  program  area  increased  significantly  this  past  year,  due 
to  the  increased  multicultural  diversity  in  the  San  Francisco  population. 
Many  City  departments  have  identified  the  need  to  provide  services  in 
languages  other  than  English  and  are  becoming  increasingly  more  respon- 
sive to  new  and  previously  unmet  language  needs  of  the  San  Francisco 
public.  Employing  bilingual  persons  in  public  contact  positions  ensures 
equal  access  to  and  efficient  delivery  of  City  services. 

The  EEO  Unit  received  226  requests  from  departments  to  add  language 
requirements  to  specific  positions.  Each  request  was  submitted  with  an 
explanation  of  the  need  and  documentation  to  substantiate  the  need.  The 
EEO  Unit  reviewed  each  request  to  determine  that  the  addition  of  the 
language  requirement  was  justified. 

The  EEO  Unit  also  administered  43  language  examinations  to  individuals 
who  were  selected  for  bilingual  positions  to  assure  a  requisite  level  of 
proficiency.  Bilingual  proficiency  examinations  were  administered  in: 
Spanish  (23),  Cantonese  (12),  Tagalog  (3),  Japanese  (2).  and  American 
Sign  (2). 
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Authorizations  for  Provision  (Non-Civi  Service)  Appointments 

The  Civil  Service  Commission  EEO  Unit  continues  to  receive  and  review 
requests  from  departments  to  make  provisional  (non-civil  service)  ap- 
pointments when  there  is  no  available  eligible  from  civil  service  lists. 
Each  request  is  monitored  for  an  approved  requisition,  availability  of 
candidates  from  eligible  lists  or  examination  applicant  pools,  qualifica- 
tions, employment  restrictions  on  the  candidate,  and  most  importantly,  for 
affirmative  action  compliance. 

This  fiscal  year,  the  Civil  Service  Commission  staff  provided  technical 
assistance  to  departments  on  the  oral  authorization  process  through  techni- 
cal assistance  and  clarification  of  policies  on  provisional  appointments. 

In  Fiscal  Year  1990-1991,  3200  authorizations  for  provisional  employ- 
ments were  approved.  Of  these  appointments,  51%  were  women  and  63% 
were  minorities. 


EEO  Reports 

The  EEO  Unit  continues  to  coordinate  workforce  composition  data  and 
EEO  reports  for  state  and  federal  reporting,  affirmative  action  plans, 
recruitment,  and  in  response  to  complaints  to  employment  discrimination. 
Reports  on  civil  service  employments  are  prepared  by  classification, 
appointment  type,  race/ethnicity,  gender,  department,  and  occupational 
grouping.  Special  Reports  were  also  prepared  at  the  requests  of  members 
of  the  Board  of  Supervisors,  Mayor's  Office,  City  Attorney's  Office,  and 
federal  regulatory  agencies. 


Other  Accomplishments 

After  much  research  by  EEO  Unit  staff  and  public  testimony  before  the 
Civil  Service  Commission,  the  Commission  adopted  guidelines  on  race/ 
ethnicity  identification  of  employees.  The  guidelines  set  forth  definitions 
and  standards  for  race/ethnicity  identification,  challenges  to  another 
individual's  self-identification,  requests  to  change  self-identifications,  and 
penalties  for  false  claims.  The  guidelines  were  necessary  because  EEO 
Unit  staff  had  experienced  a  significant  increase  in  the  number  of  requests 
by  employees  to  change  ethnicity  designations  from  non-minority  to 
minority. 
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The  Civil  Service  Commission's  EEO  Unit  staff,  along  with  EEO  staff 
from  other  departments,  produced  the  first  issue  of  Perspectives  on 
Diversity,  a  newsletter  covering  affirmative  action,  equal  employment, 
and  related  issues  of  importance.  The  newsletter  is  distributed  quarterly  to 
department  heads,  personnel  managers,  and  affirmative  action  officers. 


Appointments  by  Status,  Race/Ethnicity, 

Gender,  Percentages  by  Type 

July  1, 1990  -  June  30, 1991 


Race/  Certified         Permanent    Certified        Temporary   Limited        Non-Civil 

Ethnicity        Permanent     Exempt         Temporary   Exempt         Tenure         Service      TOTAL 


White 

Black 

Hispanic 

Asian 

Filipino 

Amerind. 

(lender 

Male 

Female 


1255 
42.6% 

493 
16.7% 

340 
11.5% 

524 
17.8% 

332 
11.3% 

5 
0.2% 


33 

57.9% 

10 

17.5% 

9 
15.9% 

4 
7.0% 

1 
1.8% 


1584 

53.7% 

1365 
46.3% 


TOTAL       2949 


23 
40.4% 


57 


67 

56.3% 

15 
12.6% 

9 

7.6% 

20 
16.8% 

8 

6.7% 


0 
0.0% 

0 
0.0% 

34 
59.6% 

71 

59.7% 

48 
40.3% 


11«> 


163 

65.5% 


8 

3.2% 


27 
10.8% 


45 
18.1% 


6 

2.4% 


0 
0.0% 


344 

33.9% 

196 
19  J  % 

155 

15.5% 

194 
19.1% 

123 
12.1% 

3 
0.3% 


981         2843 
36.6%      40.2% 

537         1259 
20.0%      17.8% 

440  980 

16.4%      13.9% 

461         1248 
17.2%      17.6% 

254  724 

9.5%      10.2% 

10  18 

0.4%        0.3% 


151  536  1318        3694 

60.6%  52.8%  49.1%      52.2% 

98  479  1365         3378 

39.4%  47.2%  50.9%      47.8% 


249 


1015 


2683         7072 
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Administrative  and  Support  Services  Division 


The  Administrative  and  Support  Services  Division  consists  of  the  office  of 
the  Assistant  Secretary.  Civil  Service  Commission;  the  Business  Manage- 
ment Unit;  the  In-Service  Activities  Unit;  the  Management  Information 
Services  Unit;  the  Certification  Unit;  and  the  Mail  and  Reproduction 
Unit. 


Assistant  Secretary,  Civil  Service  Commission 

The  Office  of  the  Assistant  Secretary  provides  administrative  services  for 
the  Civil  Service  Commission  and  to  the  Commissioners,  provides  infor- 
mation on  the  application  of  Civil  Service  Rules,  policies  and  procedures 
to  City  Departments,  employees  and  the  public.  This  unit  also  provides 
information  on  the  civil  service  provisions  of  the  Charter;  and  is  respon- 
sible for  preparing  the  agenda  and  minutes  for  Civil  Service  Commission 
meetings;  maintaining  Civil  Service  Commission  records;  implementation 
of  Civil  Service  Commission  actions;  and  processing  of  terminations  and 
dismissals  for  action  by  the  Commission. 


Business  Management  Unit 

The  Civil  Service  Commission  Business  Management  Unit  coordinates  the 
annual  Commission  budget;  monitors  and  forecasts  expenditures;  prepares 
supplemental  budget  requests  and  justifications;  processes  and  monitors 
interdepartmental  work  orders,  personnel  services  contracts,  leases, 
purchasing  and  fiscal  documents;  payroll  and  personnel  services  for  Civil 
Service  Commission  employees;  Civil  Service  Commission  departmental 
position  control;  and  maintains  personnel  records  of  Civil  Service  Com- 
mission staff. 


In-Service  Activities  Unit 

The  In-Service  Activities  Unit  reviews  and  approves  or  recommends  on  a 
wide  variety  of  personnel  matters,  including  disability  transfers,  leaves  of 
absence,  reductions  in  force  (layoffs),  requests  for  additional  employment, 
and  other  issues  which  clearly  do  not  fall  within  the  jurisdiction  of  other 
Civil  Service  Commission  offices.  In  addition,  this  section  develops  and 
revises  personnel  practices,  policies,  rules,  forms,  and  procedures. 
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Unit  staff  represents  the  Civil  Service  Commission  in  meet  and  confer 
negotiations  with  employee  organizations. 

This  unit  also  prepares  staff  reports  on  behalf  of  City  departments  for 
limited  tenure  appointments;  extension  of  holdover  rights;  status  grants; 
near  list  appointments;  non-civil  service  (provisional)  separations;  and 
medical,  criminal,  and/or  background  rejections. 

For  Fiscal  Year  1990-91,  twelve  disability  transfers  were  arranged.  Re- 
turning transferees  to  employment,  benefits  the  employees,  their  new 
department,  and  the  City  as  a  whole.  In  addition  many  disability  transfers 
represents  a  significant  savings  of  Workers'  Compensation  payments. 


Disability  Transfer  Program 
Fiscal  Year  1990-91 

Number  of 

Transferees    From  Class 

To  Class 

6 

9163  Transit  Operator 

1- 

1630  Account  Clerk 
1404  (Ink 

*" 

1- 

1934  Storekeeper 

1- 

1446  Secretary  II 
1807  MIS  Tech.  H 

1424  Clerk  Typist 

2708  Custo 

dian 

1- 

8214  Parki 

ng  Control  Off. 

1-      1807  MIS  Tech.  D 

12 

7372  Statio 
7463  Utilit: 
8250  Pinge 
7502  Asphj 
Total 

nary  Engr,  Sew. 
'  Plumber  App. 
i  print  Tech.  II 
ill  Worker 

12 

7334  Stationary  Engi 

2736  Porter 

1440  Med.  Trans.  Ty 

7514  (.General  Labor* 

Total 

pint 

r 
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Management  Information  Services  Unit 

The  Civil  Service  Commission  operates  information  systems  in  a  distrib- 
uted environment  of  mini  and  micro  computers  with  wider  network  access 
to  a  limited  number  of  other  departments.  The  Management  Information 
Service  Unit  is  responsible  for  application  development  and  information 
center  services  and  operations.  Every  unit  in  the  department  participates 
in  at  least  one  of  the  major  applications  developed  by  the  Management 
Information  Services  Unit. 


Certification  Unit 

The  Certification  Unit  maintains  and  canvasses  civil  service  registers  of 
eligibles  (eligible  lists).  These  eligible  lists  include  holdover  rosters  (laid- 
off  employees);  reemployment  registers  (separated  employees);  and 
promotive,  entrance,  and  combined  promotive  and  entrance  eligible  lists. 
When  a  Personnel  Requisition  is  received  in  the  Certification  Unit,  the 
eligible  list  for  the  class  requested  is  canvassed  and  normally  names  of  the 
eligibles  under  the  "Rule  of  Three"  -  the  names  of  the  three  highest  rank- 
ing eligibles  is  certified  -  are  sent  or  "certified"  to  the  appointing  officer 
(department  head)  for  consideration  to  fill  the  vacancy.  The  Certification 
Unit  also  processes  certifications  for  employees  returned  to  duty  following 
layoff  (holdovers)  or  by  action  of  the  Civil  Service  Commission 
(reemployment).  When  an  eligible  is  appointed,  the  Certification  Unit 
validates  the  appointment. 


CERTIFICATION  PROGRAM  OUTPUTS 
FISCAL  YEAR  1990-91 

TOTAL 
Eligibles  Certified                                       8,058 

Appointments  Validated                            6,974 

Separations  Recorded                                 6,877 

Number  of  New  Lists                                     340 

W           1.             CW     -1.1                  M           t  •-*                         1  CAD 

Number  of  All  Active  Lists                       1.080 

Number  of  Eligibles  on  All  Lists            22,092 
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In  April  1991,  the  Certification  Unit  began  to  process  Personnel  Requisi- 
tions for  appointees  "exempt"  from  the  civil  service  examination  provi- 
sions of  the  Charter  and  to  record  the  appointments  and  separation  of  such 
appointments.  The  Certification  Unit  also  assumed  the  responsibility  of 
fingerprinting  of  appointees  when  the  Sheriff  Department's  Background 
Unit  was  moved  from  135  Polk  Street  in  March  1991  to  an  office  out  of 
the  Civic  Center  area. 

A  significant  activity  of  the  Certification  Unit  for  Fiscal  Year  1990-91  was 
the  development  and  implementation  of  the  Certification  Training  Work- 
shops on  the  complex  and  highly  technical  area  of  the  certification  of 
eligibles.  The  presentation  of  the  workshops  represented  a  major  change 
in  the  philosophy  of  the  Certification  Unit.  Training  sessions  were  con- 
ducted on  an  as-needed  basis.  Commencing  in  Fiscal  Year  1991-92,  these 
sessions  will  be  regularly  scheduled  to  allow  for  training  of  new  depart- 
mental personnel  staff  and  to  provide  a  refresher  course  for  current  staff. 

Three  sessions  were  offered  in  the  Winter  of  1990-91 ,  but  these  were 
expanded  to  five  sessions  in  order  to  respond  to  the  large  volume  of 
timely  requests.  Demand  was  so  great  when  the  Winter  1990-91  training 
sessions  were  offered  that  personnel  had  to  be  turned  away.  Conse- 
quently, four  sessions  were  offered  in  the  Spring  of  1991  but  were  again 
expanded  to  six  sessions  to  respond  to  the  large  volume  of  timely  requests. 
A  total  of  260  departmental  representatives  attended  the  training  sessions. 
Evaluations  of  the  workshop  submitted  by  the  participants  were  very 
positive.  Almost  100%  of  the  participants  felt  that  the  workshops  should 
continue. 

There  has  been  a  notable  decrease  in  questions  about  certification  issues 
from  departmental  personnel  and  an  increase  in  the  quality  of  departmen- 
tal responses  to  Notices  of  Certifications  which  is  probably  attributable  to 
the  Certification  Training  Workshops. 

The  Certification  Training  Workshops  will  be  held  on  an  ongoing  basis, 
commencing  again  in  Fall  1991. 
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Mail  and  Reproduction  Unit 

The  Mail  and  Reproduction  Unit  is  an  in-plant  printing  and  distribution 
center  for  the  Civil  Service  Commission  and  is  responsible  for: 

1.  Printing  forms,  examinations,  reports,  training  materials  and 
employment  information,  etc.; 

2.  Disseminating  official  Civil  Service  Commission  policy  docu- 
ments, business  materials,  and  employment  information  to  City 
departments,  examination  candidates,  employees,  employee 
organizations,  public,  and  governmental  agencies; 

3.  Picking  up  inter-department  business  materials,  sorting,  and 
delivering  to  proper  destinations.  These  destinations  include: 
Civil  Service  Commission  Units,  Civil  Service  Commissioners 
and  City  Departments; 

4.  Processing  and  distributing  incoming  mail; 

5.  Picking  up,  sorting,  and  expediting  outgoing  mail;  and, 

6.  Distributing  all  forms  prescribed  by  the  Civil  Service  Commis- 
sion for  use  in  all  City  and  County  departments  to  document 
personnel  transactions. 


REPRODUCTION  UNIT 
MAIL  DISTRIBUTION 

Fiscal  Year      Fiscal  Year 
1990-91             1989-90 

Incoming  Mail                    22,593              19,953 
Outgoing  Mail                    40,815              33,621 

Inter-Departmental            53,240              77,356 

TOTAL                             116,648             130,930 
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REPRODUCTION  UNIT 

PRINTING  ACTIVITY 

Unlt/Dlvlston 

fiscal  Year  1990-91 

Somber  of 

Printing          Percent 

Fiscal  Year  1989-91 

Number  of 
Printing         Percent 
Impressions  of  Work 

Percent 
Change 
in 

Examination  Units: 

Civil  Service  Commission 

1,138,613 

52.6 

940,250 

50.9 

+21.1 

Airport-Decentralized 

21,980 

1.0 

7,700 

0.4 

+185.5 

Public  Health-Decentralized 

97,140 

4.5 

109,178 

5.9 

-11.0 

Social  Services -Decentralized 

4,950 

0.2 

11,580 

0.6 

-57.2 

SUBTOTAL: 

1462,683 

58.3 

1,057,128 

57.3 

+19.4 

Other  Units: 

Administrative  Services 

Certification 

Classification 

53L953 
69,500 
53,155 

24.6 

599,622 

32.5 
4.4 

-11.3 
-14.9 

3.2 

81,650 

2.4 

_  ___ 

_  . 

+638J 

7, ZOO 

0.4 

Equal  Employ  Opportunity 

38,358 

1.8 

13,160 

0.7 

+191.5 

Salary  Unit 
Timeroll  Audit 

77,775 
13,555 

3.6 

21  160 

1.2 
1.1 

+267.6 
-32.2 

0.6 

20,000 

Management  Development 
Management  Info  Services 

66,174 

3.0 

2.5 

16,306 

0.9 

+305.8 
+89.5 

53,400 

28,186 

1.5 

SUBTOTAL: 

903,870 

41.7 

787,284 

42.7 

+  14.8 

(iRAND  TOTAL: 

2.166,553 

100.0 

1,844.412 

100.0 

+17.5 
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Airports  Commission  Decentralized  Personnel  Unit 


The  Airports  Commission  Decentralized  Personnel  Unit  administers 
airport  personnel  programs  in  the  areas  of  classification,  recruitment, 
examination  development  and  administration,  and  organization  analysis 
and  development,  hi  addition,  staff  participates  in  labor  negotiations, 
coordinates  personal  service  contracts,  conducts  salary  surveys  and  com- 
parable wage  analyses  and  conducts  research  and  development  studies. 

A  major  focus  has  become  the  development  of  testing  for  basic  and 
advanced  communication  skills  in  entry  level  jobs,  especially  in  the  area 
of  writing.  Another  focus  has  become  the  recruitment  of  minorities  and 
women  for  the  Airport  Police  Bureau. 

During  Fiscal  Year  1990-91,  approximately  10  examinations  were  admin- 
istered and  approximately  25  positions  were  classified. 

Continuing  goals  of  the  Airports  Commission  Decentralized  Unit,  through 
its  programs,  are  to  stabilize  the  Airports  Commission  workforce  by 
hiring  fully  qualified  personnel,  to  effectively  recruit  qualified  minorities 
and  women,  to  conduct  the  salary  administration  program  effectively,  and 
to  be  abreast  of  the  safest,  most  efficient,  cleanest,  and  most  convenient 
airport  in  the  world  and  the  Decentralized  Personnel  Unit  strives  to  assist 
in  this  goal  for  the  sake  of  the  traveling  public  at  San  Francisco  Interna- 
tional Airport. 


47 


City  and  County  of  San  Francisco 


Civil  Service  Commission 


48 


Annual  Report  Fiscal  Year  J 990-91 

Fire  Services  Examination  Unit 


Since  the  inception  of  a  Federal  Consent  Decree  in  1988,  the  Fire  Services 
Examination  Unit  has  been  responsible  for  exam  research,  development 
and  administration  for  all  uniformed  Fire  Department  classifications 
mandated  by  the  Court. 

In  Fiscal  Year  1990-91,  the  Fire  Department  embraced  a  recruitment  and 
retention  plan  developed  by  the  exam  unit,  and  those  functions  were 
subsequently  transferred  to  the  unit. 

Entry-level  and  promotional  testing  continues  to  be  the  unit's  top  priority, 
since  it  must  comply  with  a  Court-mandated  schedule  of  exams  while 
under  the  constant  scrutiny  of  the  Consent  Decree  parties  and  the  Court. 

The  exam  process  for  H40  Battalion  Chief  was  completed  with  the  adop- 
tion of  the  eligible  list.  The  unit  successfully  administered  an  exam  for 
H4  Inspector,  Bureau  of  Fire  Prevention  and  Public  Safety,  which  con- 
sisted of  three  components  administered  to  100  candidates  and  which 
resulted  in  the  adoption  of  an  eligible  list;  the  unit  also  completed  the  first 
of  three  components  of  an  exam  for  H20  Lieutenant,  Fire  Suppression,  to 
an  applicant  pool  of  nearly  400.  Additionally,  the  unit  conducted  the 
annual  H2  Firefighter  Physical  Agility  Test  to  over  200  eligibles,  which 
resulted  in  the  hiring  of  1 1 5  men  and  women  into  the  uniformed  ranks. 
The  unit  continues  to  ensure  that  the  Fire  Department  exceeds  its  EEO/AA 
hiring  goals. 

In  its  targeted  recruitment  and  retention  efforts,  the  unit  developed  an 
interest  card  filing  and  database  tracking  system  built  around  a  calendar  of 
local  activities.  Recruitment  began  in  the  Spring,  with  representation  at 
events  such  as  the  "Asian  American  Women:  Choices  and  Challenges" 
conference  in  April;  the  Cinco  De  Mayo  Celebration  in  May;  Juneteenth 
Festival  in  June;  and  Lesbian  and  Gay  Freedom  Day  in  June,  in  which  the 
unit's  recruitment  booth  presence  in  Civic  Center  Plaza  was  unprec- 
edented in  the  history  of  the  Fire  Department.  Before  the  end  of  the  fiscal 
year,  the  unit  successfully  arranged  a  recruitment  and  retention  event 
sponsored  by  Universal  Pictures  and  the  AMC  movie  theatre  chain. 

Finally,  the  unit  continues  to  be  a  resource  to  the  Fire  Department  in 
recommending  interdepartmental  personnel  policies;  clarifying  civil 
service  rules  and  procedures;  and  drafting  staff  reports  pertaining  to 
medical  evaluations  and  background  investigations  of  entry-level 
Firefighter  candidates. 
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Police  Department  Consent  Decree  Division 


The  Consent  Decree  Division  was  created  by  order  of  the  United  States 
District  Court  in  October  1 979  and  is  responsible  for  execution  of  the 
City's  obligations  resulting  from  the  settlement  of  the  litigation,  Officers 
for  Justice,  et  al.,  vs.  City  and  County  of  San  Francisco,  et  al.  The  overall 
goal  of  the  Consent  Decree  is  to  integrate  the  Police  Department  at  all 
ranks  so  that  it  more  accurately  reflects  the  diversity  of  the  city  it  serves. 
The  Consent  Decree  Division  operates  under  the  direction  of  a  coordina- 
tor, and  its  activities  are  subject  to  the  review  and  approval  of  a  court- 
appointed  Auditor/Monitor  and  representatives  of  the  litigants. 

The  division  is  responsible  for  the  recruitment  of  entry-level  police  officer 
applicants  and  the  development  and  administration  of  examinations  for  all 
sworn  classifications.  The  staff  administers  pre-examination  training 
programs  and  provides  recruitment  and  retention  support  services  and 
referrals.  Additionally,  much  work  is  performed  throughout  the  year  to 
produce  statistical  analyses  and  reports  pertaining  to  Consent  Decree 
projects  and  objectives. 

Now  in  its  twelfth  year,  the  Division's  accomplishments  have  resulted  in 
the  hiring  of  1,317  recruit  police  officers.  Under  Consent  Decree  pro- 
grams, the  Department's  minority  representation  more  than  doubled  from 
14.21%  (226)  in  1979  to  29.75%  (582)  in  June  1991  and  the  Department's 
female  representation  has  increased  from  4.2%  (67)  in  1979  to  1 1.35% 
(203)  in  June  1991. 

An  eligible  list  for  Police  Officer  was  adopted  on  December  7,  1990.  Of 
the  289  eligibles,  167  (57.79%)  were  racial  minorities  and  78  (26.99%) 
were  women.  Extensive  pre-examination  training  was  conducted  by 
Division  staff  prior  to  the  administration  of  written,  oral  and  physical 
agility  examination  components.  Additionally,  the  Division  provided 
group  orientations  to  help  candidates  successfully  complete  their  back- 
ground and  medical  processing. 

Two  Academy  classes  were  filled  this  fiscal  year.  Of  82  hires,  41  (50%) 
represented  racial  minorities  and  19  (23.2%)  were  female. 

During  this  fiscal  year,  litigation  related  to  use  of  Police  Sergeant  and 
Police  Inspector  examination  scores  delayed  the  planned  posting  of  eli- 
gible lists.  The  Consent  Decree  Division  processed  and  a  Civil  Service 
Commission-appointed  hearing  officer  resolved  84  protests  related  to  the 
two  promotional  examinations. 
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An  extensive  job  analysis  for  the  Police  Lieutenant  position  was  com- 
pleted in  April  1991  with  approval  of  psychometric  experts  representing 
Consent  Decree  parties.  An  executive  summary  was  made  available  to  all 
potential  examination  candidates  and  other  interested  parties.  Examina- 
tion development  is  now  in  progress  utilizing  in-house  subject-matter 
experts. 


Public  Health  Decentralized  Personnel  Unit 


The  Department  of  Public  Health  Decentralized  Personnel  Unit  is  respon- 
sible for  administering  the  examination,  recruitment,  and  classification 
programs  for  the  Department  of  Public  Health. 

The  Examination  and  Recruitment  Program 

The  unit  implements  the  examination  plan  for  approximately  5,600  posi- 
tions within  a  variety  of  classifications  ranging  from  administrators  and 
professionals  to  technicians  and  paraprofessionals.  Examination  analysts 
conduct  job  analyses,  develop  minimum  requirements,  examination  plans, 
written  and/or  oral  questions,  issue  announcements,  screen  applications, 
administer  written  and  performance  tests,  convene  oral  examinations, 
score  tests,  collate  results,  answer  protests,  and  post  eligible  lists. 

Many  entrance-level  professional  and  technical  classifications  have  a  high 
volume  turnover,  and/or  have  legal  requirements  such  as  certificates  or 
licenses  that  are  imposed  by  State  and/or  Federal  regulatory  agencies; 
other  classifications  have  specialties  with  specific  requirements,  or  require 
bilingual  skills  in  order  to  provide  services  to  clients  who  are  monolingual 
in  a  foreign  language.  All  these  factors  make  examination  development, 
recruitment  and  testing  very  challenging.  Class  2320  Registered  Nurse, 
for  example,  meets  all  the  above  criteria  and,  therefore,  requires  innova- 
tive handling.  The  examination  for  this  classification  is  open  on  a  continu- 
ous basis  for  approximately  15  specialties  and  is  administered  more 
frequently  than  any  other  classification. 

Exam  Priorities  and  Goals 

The  examination  program  is  developed  after  consultation  with  Department 
of  Public  Health  personnel  officers,  a  review  and  analysis  of  current  and 
anticipated  vacancies,  affirmative  action  goals,  departmental  requests  and 
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needs,  and  Memoranda  of  Understanding  between  the  Department/City 
and  the  Unions.  However,  examination  priorities  are  subject  to  change  to 
reflect  organizational  changes,  new  program  requirements  and  emphasis, 
and  program  needs  required  by  the  Civil  Service  Commission  Personnel 
Department. 

An  underlying  goal  of  the  division  is  to  facilitate  more  and  more  perma- 
nent hires,  as  well  as  to  further  the  department's  affirmative  action 
achievement. 


DEPARTMENT  OF  PUBLIC  HEALTH 

DECENTRALIZED  EXAM  PROGRAM 

FISCAL  YEAR  1990-91 


Examination  announcements  issued 
Applications  received  and  screened 
Number  of  exams  administered 
Number  of  participants 
Number  of  eligible  lists 
Number  of  eligibles  on  lists 


TOTAL 

44 

1505 

108 

1053 

108 

917 


Department  of  Public  Health  Decentralized  Classification  Unit 

The  Department  of  Public  Health  Decentralized  Civil  Service  Commission 
Unit  is  responsible  for  the  administration  of  the  Department's  classifica- 
tion plan.  The  Classification  Unit  coordinates  and  conducts  classification 
and  salary  studies  for  approximately  6,000  permanent  and  grant-funded 
positions  within  the  four  divisions  of  the  Department  of  Public  Health: 
San  Francisco  General  Hospital,  Laguna  Honda  Hospital,  Public  Health 
Programs/Central  Administration,  and  Mental  Health,  Substance  Abuse 
and  Forensic  Services.  The  work  involves  classification  of  new  positions; 
reclassification  of  existing  positions;  recommendations  on  existing  posi- 
tions, recommendations  on  organizational  staffing  patterns  and  wage  and 
salary  levels,  based  on  internal  and  external  evaluation  and  survey  re- 
search, and  problem  resolution  commonly  achieved  through  position 
audits,  analyses  of  pertinent  legislation  and  studies  of  industry  standards. 
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DEPARTMENT  OF  PUBLIC  HEALTH 

DECENTRALIZED  CLASSIFICATION  PROGRAM 

FISCAL  YEAR  1990-91 

Positions  classified,  reallocated,  reclassified  (approved  by  CSC)  339 
Recommendations  submitted  to  Department/CSC  (includes 

grant-funded  positions  and  temporary  requisitions  released)  209 

Totab  548 

New  classes  established  2 
Additional  reports/specifications  for  new  classes  submitted 

to  Department/CSC  J! 

Total:  13 

Class  specifications  formally  amended  4 
Specification  amendment  recommendations  under  review  by 

CSC/Department  5 

Total:  9 

Special  reports  submitted  to  CSC  (includes  temp/exempt 

appointments,  Staff  Assistant,  etc.)  8 


New  and  Amended  Classifications 

Two  new  classifications  were  created  during  Fiscal  Year  1990-91  titled 
Assistant  Chief  Paramedic  and  Medical  Director  to  accommodate  organi- 
zational changes  within  the  Department.  Additionally,  several  specifica- 
tions were  amended  to  reflect  current  duties  and  responsibilities  assigned 
to  positions  within  classes  2220  Physician,  2230  Physician  Specialist, 
2232  Senior  Physician  Specialist  and  2233  Supervising  Physician  Special- 
ist. The  specification  amendments  accompanied  reallocation  of  all  entry- 
level  positions  to  the  full  journey  level  to  provide  a  flexible  staffing  model 
adopted  to  implement  an  effective  recruitment  and  retention  campaign. 

Major  Classification  Studies: 

AIDS  Care  Positions 

Federal  funding  established  through  the  Ryan  White  Comprehensive 
AIDS  Resources  Emergency  (CARE)  Act  resulted  in  the  creation  of 
several  new  positions  within  the  department  which  required  analysis  to 
ensure  appropriate  classifications  and  compensation.  Timely  review 
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enabled  the  department  to  meet  federal  requirements  and  rapidly  fill 
positions  established  to  provide  critical,  cost  effective  health  services  for 
individuals  and  families  with  HIV  related  diseases. 

Rehabilitation  Services 

Pursuant  to  a  directive  from  the  Civil  Service  Commission,  staff  con- 
ducted a  comprehensive  classification  study  of  professional  positions 
within  rehabilitation  units  of  the  department,  as  well  as  a  survey  of  pre- 
vailing compensation  and  staffing  patterns  within  the  field.  Analyses 
revealed  that  significant  revisions  of  the  existing  classes  and  compensation 
rates  were  necessary  to  reflect  the  nature  of  positions  within  the  depart- 
ment, emulate  prevailing  practices,  and  address  serious  recruitment  and 
retention  difficulties  within  these  highly  competitive  areas.  A  draft  report 
which  reflects  preliminary  staff  recommendations  is  under  review  by  the 
department  and  labor  representatives.  Specific  recommendations  include 
the  abolishment  of  the  existing  physical  therapist  and  occupational  thera- 
pist classes;  establishment  of  two  new  expanded  series  within  these  fields 
to  provide  for  flexible  staffing  at  the  entry  levels  and  a  specialist  class 
within  physical  therapy;  creation  of  a  senior  level,  supervisory  class 
within  speech  pathology;  and  amendment  of  the  audiologist  classification 
specification.  It  is  anticipated  that  the  classification  and  compensation 
recommendations  will  be  formally  adopted  in  Fiscal  Year  1991-92. 

Hospital  Eligibility  Services 

Staff  participated  in  a  comprehensive  review  of  all  hospital  eligibility 
worker  positions  which  was  conducted  by  Ralph  Anderson  and  Associ- 
ates, pursuant  to  agreements  with  the  Department  of  Public  Health,  the 
Department  of  Social  Services  and  the  Mayor's  Office.  Upon  review  of 
study  results  by  management  and  labor,  staff  will  prepare  formal  Civil 
Service  Commission  reports  and  recommendations  during  Fiscal  Year 
1991-92. 
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Public  Utilities  Commission  Examination  Unit 

The  Public  Utilities  Commission  (PUC)  Examination  Unit  is  responsible 
for  administering  the  recruitment  and  examination  program  for  all  posi- 
tions which  are  primarily  utilized  by  the  Public  Utilities  Commission. 
This  includes  positions  at  Municipal  Railway,  Water  Department,  Hetch 
Hetchy  and  the  Bureaus  of  the  Public  Utilities  Commission.  This  program 
is  administered  under  the  auspices  of  the  Civil  Service  Commission. 

Currently,  the  Unit  consists  of  three  analysts  who  are  responsible  for  a 
variety  of  classifications  ranging  from  administrators  and  professionals  to 
craft  and  platform  (Transit  Operators)  employees  for  approximately  5,000 
positions.  Analysts  are  responsible  for  conducting  job  analyses,  develop- 
ing minimum  qualifications,  examination  plans,  issuing  announcements, 
screening  applications,  scoring  and  collating  test  results  as  well  as  devel- 
oping and  administering  written,  oral,  and  performance  tests.  Analysts 
also  serve  as  a  resource  for  the  operating  division  for  non-civil  service 
positions. 

During  Fiscal  Year  1991-91,  a  major  recruitment  effort  was  undertaken 
for  full-time  Transit  Operators.  Applications  were  distributed  over  a 
three-day  period  at  various  locations  throughout  the  City.  Community 
organizations,  which  distributed  the  applications,  were  Chinese  for  Affir- 
mative Action,  Ella  Hill  Hutch  Community  Center,  Japanese  Cultural  and 
Community  Center,  Mission  Hiring  Hall,  South  of  Market  Employment 
Center/West  Bay  Filipino  Multi-Service  Center,  and  Young  Community 
Developers.  Approximately  6,500  applications  were  distributed  and  3,200 
were  returned.  Applications  were  randomly  numbered  as  they  were 
received.  This  enabled  applicants  to  get  applications  without  forming 
overnight  lines  and  disrupting  their  business  and  personal  lives.  This 
venture  was  so  successful,  we  hope  to  continue  distribution  of  large 
volume  exam  applications  in  this  manner. 

The  Public  Utilities  Commission  Examination  Unit  adopted  18  eligible 
lists  during  the  fiscal  year.  Two  non-civil  service  rosters  for  part-tune 
Transit  Operators  were  also  posted.  This  is  a  continuation  of  the  pilot 
program  for  Transit  Operator  which  began  last  fiscal  year. 

Eligible  lists  for  the  Water  Department  included  Senior  and  Principal 
Water  Services  Clerk,  Water  Conservation  Administrator  and  Deputy 
General  Manager,  Operations  and  Maintenance. 


54 


<  'in  tirhi  ( 'ountv  of  'San  From  isco 


( 'ml  Service  ( 'ommission 


Annual  Report  Fiscal  Year  1990-91 


Among  the  eligible  lists  for  MUNI  were  General  Superintendent,  Facili- 
ties Maintenance,  Electrical  Transit  Equipment  Supervisor  and  Shop 
Supervisor,  Electric  Motor  Repairer  and  Deputy  General  Manager,  Opera- 
tions. 


Social  Services  Examination  Unit 


The  Decentralized  Examination/Classification  Unit  at  the  Department  of 
Social  Services  performs  the  examination  and  classification  work  of  the 
department.  This  unit  develops  and  administers  examinations  for 
approximately  26  department-specific  tests  for  several  citywide  job 
classifications  including  classes  1430  Transcriber  Typist,  1432  Senior 
Transcriber  Typist,  1804  Statistician,  and  4308  Senior  Collections  Officer. 

During  the  Fiscal  Year  1990-91,  the  department  adopted  seven  eligible 
lists  that  included  356  eligibles.  These  lists  were  for  eligibility  workers, 
social  workers,  child  welfare  workers,  and  administrators. 

The  unit  has  three  professional  staff  members  and  one  clerical  staff  mem- 
ber. The  examination  workload  has  increased  substantially  during  the  past 
two  years  because  of  the  expansion  of  services  provided  by  the  Depart- 
ment and  the  rise  in  the  number  of  clients  served.  The  goals  for  Fiscal 
Year  1991-92  are  to  administer  10  examinations  and  to  continue  to  per- 
form classification  work  as  needed. 
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153  City  Hall  (554-4751).  Call  for  availability.  Additional  charge  for  postage. 

The  front  and  back  cover  pages  of  this  report  are  from  100%  recycled  paper 
products. 


CIVIL  SERVICE  2000  -  Leading  San  Francisco  Fonvard 


City  and  County  of  San  Francisco 
Annual  Report  Fiscal  Year  1991-92  Civil  Service  Commission 


September  30,  1992 
The  Honorable 
Frank  M.  Jordan, 
Mayor  of  the  City 
and  County  of  San  Francisco 
Room  200  City  Hall 
San  Francisco,  CA  94102 

Dear  Mayor  Jordan: 

It  is  with  great  pleasure  that  the  Civil  Service  Commission  submits 
its  Annual  Report  for  the  Fiscal  Year  ending  June  30, 1992. 

This  report  will  provide  you  with  a  summary  of  activities  of  our  five 
divisions  and  eight  decentralized  personnel  units. 

In  1991-92,  a  significant  milestone  was  achieved:  the  culmination  of 
our  efforts  toward  civil  service  reforms  by  Charter  amendment.  The 
Commission's  proposals  were  a  triumph  on  the  November  1991  ballot,  with 
Proposition  C  garnering  59.4%  of  the  vote,  Proposition  D  passing  with 
69.0%  support  and  Proposition  E  supported  by  64.2%  of  the  electorate. 

Proposition  C  placed  ten  sections  of  the  Charter  into  Civil  Service 
Commission  Rules,  thus  subjecting  them  to  the  normal  rule  change  process, 
i.e.,  public  hearings  and  negotiations.  These  sections  relate  to  applications, 
examinations,  eligible  lists,  appointments  and  provisional  employment, 
and  the  probationary  period.  The  proposition  facilitates,  for  example,  the 
potency  of  a  comprehensive  performance  evaluation  program,  and  allows 
the  Commission  more  flexibility  in  classifying  positions,  thus  ensuring  a 
more  cost-effective  overall  structure. 

Proposition  D  amended  Charter  Section  8.329  to  provide  that  the 
minimum  certification  principle  would  be  the  Rule  of  Three  Scores.  Ties  in 
scores  would  no  longer  need  to  be  broken  to  establish  absolute  rank,  and  all 
persons  with  the  same  score  would  be  certified  together.  The  proposition 
also  authorizes  the  Commission  to  broaden,  through  its  Rules,  the  certifica- 
tion principle. 

Proposition  E  amended  Charter  Section  8.341  which  provides  for  the 
dismissal  of  permanent  civil  service  employees  past  the  probationary 
period.  It  authorizes  the  removal  of  an  employee  from  the  payroll  once  the 
employee  has  received  a  dismissal  notice  and  has  had  an  initial  hearing. 
Dismissal  cases  would  go  to  a  post-termination  grievance  procedure.  Prior 
to  Proposition  E,  permanent  employees  who  were  dismissed  were  paid 
until  all  their  appeals  were  exhausted.  As  a  result  of  the  passage  of 
Proposition  E,  the  "dismiss  now  and  hear  later"  procedure  became  effective 
on  September  1, 1992. 
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The  three  resulting  propositions  were  developed  by  the  Commis- 
sion following  a  rigorous  series  of  public  hearings  that  began  in  1990  and 
ended  in  the  summer  of  1 991 .  By  that  time,  we  refined  language  to  make  the 
civil  service  reform  measures  more  compatible  with  a  larger  budget-driven 
package  that  included  collective  bargaining  and  met  the  approval  of  the 
Board  of  Supervisors. 

Throughout  the  process,  the  Commission  received  the  input  of  staff, 
department  heads,  equal  employment  opportunity  and  affirmative  action 
officials  and  specialists,  personnel  officials,  city  employees,  representatives 
of  organized  labor,  community  leaders,  officials  from  other  municipalities, 
and  leaders  from  private  local  industry. 

This  rich  diversity  of  experience  and  interests  have  been  consulted 
and  will  continue  to  be  consulted  in  the  implementation  of  the  voters' 
mandates. 

The  Commission  understands  that  significant  change  and  flexibility 
may  increase  the  potential  for  abuse.  However,  we  are  committed  to 
articulating  policies  and  procedures  that  support  the  changes  and  ensure 
fair  treatment;  constant  and  consistent  monitoring,  auditing  and  review; 
and  development  of  education  and  training  systems  Citywide. 

It  is  exciting  to  see  that  the  changes  brought  about  by  the  Charter 
amendments  will  allow  us  increased  potential  for  vast  improvement  to  the 
civil  service  system  and  the  reinforcement  of  equal  employment  opportu- 
nity and  affirmative  action  goals.  For  example,  the  broadening  of  the  rule 
governing  the  certification  of  eligibles  from  civil  service  lists  is  regarded  by 
the  Commission  as  an  increase  in  opportunities  for  appointing  officers  to 
select  employees  who  are  best  suited  to  perform  the  duties  of  specific 
positions,  and  to  provide  greater  opportunities  to  maximize  multicultural 
diversity  of  the  City  and  County  workforce. 

Our  work  in  local  civil  service  reform  legislation  from  start  to  finish 
was  an  exhilarating  experience  for  the  Commission,  as  it  allowed  us  to  move 
our  relationship  with  our  constituents  to  a  dramatic  and  rewarding  level  of 
participatory  partnership.  It  is  clearly  evident  that  the  community  we  serve 
is  as  determined  to  modernize  civil  service  operations  as  we  are. 

The  Commission  initiated  its  search  for  a  permanent  General  Man- 
ager, Personnel  following  the  retirement  of  John  J.  Walsh,  to  whom  this 
annual  report  is  dedicated.  We  pledge  to  work  in  conjunction  with  the  new 
General  Manager,  Personnel  to  develop  proposed  new  policies,  programs 
and  rules  toward  a  stronger  merit  system  and  personnel  management 
process.  Specifically,  the  Commission  has  set  the  following  goals: 

Build  a  modern  and  fair  personnel  system  to  support  more  effective 
management  of  human  resources  by  City  departments; 
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Increase  opportunities  for  minorities,  women  and  persons  with  dis- 
abilities through  effective  equal  employment  opportunity  and  affir- 
mative action  programs; 

Recruit  well-qualified  candidates  reflecting  the  City's  diversity; 

Provide  all  employees  with  broader  opportunities  for  promotion  and 
for  training; 

Encourage  improved  employee  productivity; 

Ensure  the  practice,  and  perception,  of  fairness  in  the  personnel 
system  to  employees,  managers  and  taxpayers. 

Finally,  the  Commission  is  counting  on  its  staff,  a  team  of  gifted 
professionals,  to  achieve  future  success.  With  ingenuity  and  resolve,  and 
your  continued  support,  the  Civil  Service  Commission  will  be  able  to  sustain 
its  effectiveness  not  just  through  the  year,  but  into  the  next  century. 


Respectfully, 

CIVTL  SERVICE  COMMISSION 


Cleo  Donovan 
President 


Enclosure 
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September  30, 1992 

The  Honorable 
Civil  Service  Commission 
Room  153  City  Hall 
San  Francisco,  C A  94102 

Dear  Commissioners: 

In  the  face  of  rule  and  policy  changes,  staff  transitions  and  overall 
fiscal  volatility  Citywide,  the  1991-92  Fiscal  Year  proved  to  be  a  year  in 
which  we  evaluated  our  past  and  present  and  launched  a  course  for  the 
future. 

In  this  spirit,  "Civil  Service  2000:  Leading  San  Francisco  Forward"  is 
the  theme  of  our  strategic  planning.  It  refers  to  a  philosophy  that  will  unify 
our  efforts  now  and  in  the  next  several  years  to  plan  for  and  effect  change, 
and  set  the  pace,  to  ensure  the  quality  and  diversity  of  the  City  and  County 
workforce  by  the  21st  Century. 

The  Annual  Report  is  comprised  of  brief  summaries  of  achievements 
and  projects  from  the  five  divisions  of  the  Civil  Service  Commission,  as  well 
as  decentralized  personnel  units  that  are  subject  to  the  general  authority  of 
the  Commission. 

The  most  significant  series  of  events  this  past  fiscal  year  were  the 
successful  passages  of  Propositions  C,  D  and  E  in  the  November  election, 
and  as  a  result  of  the  changes,  program  concepts  were  developed  and  are 
now  being  put  in  place.  All  new  programs  require  a  "breaking-in"  period, 
so  their  effects  are  not  always  immediately  measurable.  However,  "the 
voters  have  spoken"  and  we  are  confident  that  the  effects  of  their  collective 
voice  in  support  of  our  ideas  will  be  long-lasting,  and  are  vital  to  the  success 
of  Civil  Service  2000. 

In  the  past  fiscal  year,  the  Commission  began  to  erect  a  cultural 
framework  to  inspire  City  employees  to  be  accountable,  and  to  empower 
them  as  they  strive  to  promote  on  the  job,  develop  themselves  and  their 
colleagues,  and  improve  their  workplace.  The  basis  of  this  framework  is  a 
revamped  performance  appraisal  system  with  two  discrete  components, 
one  for  employees  and  one  for  managers  and  supervisors.  The  system  will 
offer  the  best  opportunity  for  employee  development  and  renewal,  and 
recognition  of  growth  and  accomplishment.  A  study  of  building  incentives 
is  now  underway. 

The  development  of  a  supervisory  training  course  was  also  initiated. 
The  week-long  course  would  be  required  of  all  employees  entering  a 
supervisory  class  as  a  condition  of  passing  the  probationary  period,  and 
would  offer  substantial  training  in  which  equal  employment  opportunity 
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policies  and  skills  in  managing  a  diverse  workforce  are  considered  the 
highest  priorities  of  the  curriculum. 

Staff  activity  throughout  the  year  was  varied  and  essential.  Staff 
analyzed  the  Americans  With  Disabilities  Act  federal  legislation  and  made 
Charter  and  rule  amendment  recommendations  in  order  to  ensure  theCity's 
compliance. 

A  Layoff  Oversight  Committee  as  well  as  a  Processing  Team  was 
convened  in  response  to  the  layoffs  anticipated  as  a  result  of  departmental 
budget  cuts  Citywide. 

A  full-service  Civil  Service  Information  Center  is  set  to  debut  in  the 
near  future,  after  months  of  preparation  and  the  development  and  updating 
of  reference  guides  and  other  helpful  materials. 

A  one-stop  Appointment  Processing  Center  for  new  employees, 
developed  in  conjunction  with  the  Health  Service  and  Retirement  Systems, 
will  debut  in  late  1992,  early  1993.  A  Citywide  orientation  plan  for  new 
employees  is  also  being  developed  in  tandem. 

The  mechanization  of  the  payroll  audit  unit  this  past  year  is  an 
example  of  the  Commission's  commitment  to  harness  the  potential  of 
information  technology  in  order  to  improve  our  services  and  reduce  costs. 
Staff's  reliance  on  manual  record-keeping  has  been  virtually  phased  out. 

The  Annual  Report  will  detail  the  achievements  of  the  Commission's 
divisions  and  units  in  1 991-92.  One  of  the  highlights  was  the  reorganization 
of  the  Classification  Unit  to  facilitate  timely  classifications  of  all  newly 
approved  positions;  classification  of  "A"  class  positions;  consolidation  and  / 
or  reduction  in  the  total  number  of  classes;  reduction  in  the  existing  backlog 
of  positions  to  be  classified;  and  improvement  in  the  maintenance  program 
of  the  Classification  plan. 

Finally,  at  the  end  of  this  past  fiscal  year,  the  first  stages  of  a  rotational 
system  was  begun  in  order  to  provide  our  staff  with  the  opportunity  to  move 
within  the  agency  and  to  acquire  a  variety  of  management  experience  in 
order  to  broaden  their  comprehension  and  potential.  Effective  now,  a  staff 
member  will  be  selected  and  trained  on  a  yearly  basis,  for  the  duration  of  at 
least  one  full  budget  cycle,  on  budgetary  design  and  fiscal  coordination. 

What  will  ensure  our  success  in  the  future  are  the  core  competencies 
we  are  building  into  the  foundation  of  all  of  our  divisions. 

Our  goal  for  the  next  fiscal  year  is  to  continue  to  manage  growth 
strategically.  We  plan  to  spend  more  time  refining  our  operating  divisions 
and  units,  and  thus  ensure  better  service  for  City  and  County  departments 
in  the  vears  to  come. 
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This  agency  continues  to  react  quickly  to  changing  conditions,  and  to 
pursue  new  opportunities.  Your  sustained  support  of  our  efforts  is  appre- 
ciated. With  the  guidance  of  the  Commission,  I  believe  strongly  that  the  San 
Francisco  Civil  Service  system  will  make  an  exceptional  contribution  in 
positioning  the  City  and  County  of  San  Francisco  for  greatness  by  the  Year 
2000. 


Respectfully, 
ML SERVICE  COMMISSION 


Albert  C.  Walker 

Acting  General  Manager,  Personnel 
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DEDICATION 
John  J.  Walsh 

John  Walsh  began  his  34  years  of  exemplary  City  and  County  service  in  the  position 
of  Personnel  Analyst  in  1 958 .  He  was  promoted  to  various  positions  throught  the  City  and 
within  this  agency  until  his  appointment  to  General  Manager,  Personnel  in  1977. 

Mr.  Walsh  became  General  Manager  in  a  time  period  (1975-1980)  that  has  been 
described  as  the  five  most  turbulent  years  in  San  Francisco  in  modern  times.  The  emotional 
high  watermark  of  that  era  was  the  mass  suicides  in  Guyana  in  1978  involving  nearly  900 
residents  of  San  Francisco's  Fillmore  District,  followed  by  the  assassinations  of  Mayor 
George  Moscone  and  Supervisor  Harvey  Milk.  Mr.  Walsh's  first  job  was  to  bring  order  and 
cohesion  to  the  City's  workforce,  amid  riots,  demonstrations  and  political  upheavals.  He 
never  turned  away  from  a  challenge. 

It  was  Mr.  Walsh  who  in  fifteen  years  led  this  agency  through  its  most  dramatic 
changes  in  75  years  and  laid  the  foundation  for  Civil  Service  2000:  we  are  simply  building 
on  his  handiwork.  The  future  is  always  based  on  the  endeavors  and  aspirations  of  the  past, 
and  Mr.  Walsh's  stewardship  of  the  Civil  Service  system  permits  this  agency  to  look 
forward  to  the  future. 

He  was  adept  at  transitions,  particularly  the  transition  between  expectation  and 
realization.  Good-natured  and  eloquent,  moral  in  his  behavior,  decisive  in  his  actions,  John 
Walsh  was  a  tremendous  force  in  shaping  and  influencing  the  objectives  and  ideals  of  this 
agency. 
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IN  TRIBUTE 

Oscar  Robert  Ortiz 

August  20, 1950  -  September  12, 1992 


Oscar  Ortiz  joined  the  staff  of  the  Assistant  Secre- 
tary two  years  ago  as  a  senior  personnel  analyst.  In 
February  1 992,  a  decline  in  his  health  forced  him  to  take  an 
indefinite  leave.  He  had  no  hesitation  in  disclosing  the 
nature  of  his  illness  to  his  associates,  because  he  wanted 
people  to  feel  comfortable  being  around  and  helping 
people  struggling  with  AIDS  and  HTV  infection.  He  was 
always  deeply  grateful  for  the  support  of  his  co-workers, 
many  of  whom  donated  sick  leave  and  vacation  credits  to 
him  through  the  Catastrophic  Illness  Program.  After  a 
courageous  fight,  Oscar  succumbed  to  the  disease  in  mid- 
September. 

One  of  Oscar's  first  jobs  in  the  City  was  as  an 
employment  specialist  for  OBECA/Arriba  Juntos  in  the 
Mission  District,  a  program  affiliated  with  the  Mayor's 
Office  of  Employment  and  Training.  He  entered  the 
Personnel  Analyst  series  in  1983,  and  worked  for  Civil 
Service  Examinations  through  1 986;  Department  of  Public 
Works  from  1 986  to  1 989;  and  the  Public  Utilities  Commis- 
sion from  January  1989  to  June  1990  as  senior  personnel 
analyst  and  manager  of  the  Discipline  Unit.  In  1990,  he 
transferred  to  the  Civil  Service  Commission  as  a  senior 
personnel  analyst  in  Adrninistrabon. 

In  his  tenure  with  the  Civil  Service  Commission, 
Oscar  demonstrated  the  highest  standards  of  profession- 
alism, diligence,  loyalty,  patience  and  kindness.  In  his 
passing,  we  have  lost  a  remarkable  colleague  and  cher- 
ished friend. 
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THE  CIVIL  SERVICE  COMMISSION 
AT  A  GLANCE 


Authority 

Sections  of  the  City  and  County  Charter  that  articulate  the 
responsibilities  of  the  Civil  Service  Commission  are  3.500,  3.660,  3.661, 
8.200  through  8.407. 


Composition 

The  Civil  Service  Commission  consists  of  five  members  ap- 
pointed by  the  Mayor  for  six  year  terms  that  are  staggered.  The 
appointees  who  are  presently  serving  on  the  Commission  are  Cleo 
Donovan  (President);  Grant  S.  Mickins;  A.  Lee  Munson;  Juan  Rios;  and 
Emi  R.  Uyehara  (Vice  President). 


Duties 

The  Civil  Service  Commission  is  mandated  by  Charter  to  be  the 
central  employment  and  personnel  department  of  the  City  and  County 
of  San  Francisco,  which  covers  over  29,000  employees  in  1,680  classifi- 
cations working  in  55  departments,  including  two  school  districts.  The 
Commission  approves  rules  and  procedures  governing  applications, 
eligibility  as  determined  by  appropriate  tests,  duration  of  eligible  lists, 
appointments,  affirmative  action,  promotions,  transfers,  resignations 
and  lay-offs;  and  determines  classification  and  reclassification  of  all 
employment  positions  in  City  departments  and  offices,  including  posi- 
tions which  are  exempt  from  civil  service  but  subject  to  salary  standard- 
ization 

The  Commission  surveys  rates  of  pay  in  the  public  and/or 
private  sectors  to  set  salaries  for  City  employees  according  to  formulas 
established  in  the  Charter;  approves  all  personal  service  contracts  when 
departments  are  not  able  to  use  City  employees;  maintains  and  audits  a 
performance  appraisal  program;  develops  management  and  employee 
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training  programs;  certifies  appropriate  employee  organizations  for 
bargaining  purposes;  and  has  broad  powers  in  investigating  and 
resolving  charges  of  unfair  labor  practice  and  complaints  of  discrimi- 
nation and  sexual  harassment.  It  is  the  Commission  that  appoints  a 
General  Manager,  Personnel. 


Meetings  Convened 

The  Commission  conducts  regular  meetings  that  are  open  to 
the  general  public  and  are  held  on  the  first  and  third  Mondays  of  each 
month  at  2  p.m.  in  Room  282  City  Hall. 

A  meeting  agenda  is  available  to  the  general  public  from  the 
Office  of  the  Assistant  Secretary,  Room  153  City  Hall.  The  Commis- 
sion conducts  regular  and  special  meetings  in  order  to  review  matters 
pertaining  to  separations  from  the  service,  compensation,  classifica- 
tion, recruitment  and  selection,  equal  employment  opportunity  and 
administration. 

For  separations  from  the  service,  the  Commission  reviews 
appeals  from  limited  tenure,  entrance  probationary  and  promotive 
probationary  employees;  automatic  resignations  due  to  abandon- 
ment of  position;  terminations  of  temporary  service;  resignations 
certified  as  services  unsatisfactory;  and  dismissals  of  permanent 
employees. 
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ADMINISTRATIVE  AND  PERSONNEL 
SERVICES  DIVISION 


The  Administrative  and  Personnel  Services  Division  consists  of 
five  specialized  units  that  perform  diverse  functions: 

Assistant  Secretary's  Office 

The  Assistant  Secretary  and  staff  provide  administrative  ser- 
vice and  support  to  the  Civil  Service  Commission  and  its  divisions,  and 
articulates  and  communicates  the  application  of  Civil  Service  Commis- 
sion Rules,  policies  and  provisions,  as  well  as  related  provisions  of  the 
Charter,  to  employees  and  departmental  management  Citywide,  and 
the  general  public. 

The  unit  prepares  the  agenda  and  journal  of  proceedings  for 
Civil  Service  Commission  meetings;  maintains  Commission  records; 
implements  Commission  actions;  and  processes  appeals  of  termina- 
tions and  dismissals  for  Commission  action.  The  role  of  the  unit  will 
expand  to  include  the  monitoring  of  staff  actions,  as  the  Commission 
gradually  becomes  a  policy  and  oversight  agency  that  delegates  admin- 
istrative and  routine  matters  to  staff. 


Business  Management  Unit 

The  Civil  Service  Commission  Business  Management  Unit 
coordinates  the  annual  Commission  budget;  forecasts  expenditures; 
prepares  supplemental  budget  requests  and  justifications;  processes 
and  monitors  interdepartmental  work  orders,  personnel  services  con- 
tracts, leases,  fiscal  and  purchasing  documents;  provides  payroll  and 
personnel  services  to  Commission  staff;  oversees  departmental  posi- 
tion control;  and  maintains  personnel  records  of  Commission  staff. 

Certification  Unit 

The  Certification  Unit  maintains  and  canvasses  civil  service 
eligible  lists,  including  holdover  rosters  (laid-off  employees); 
reemployment  registers  (separated  employees);  and  promotive,  en- 
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trance  and  combined  promotive/entrance  eligible  lists.  Previously, 
when  a  Personnel  Requisition  was  received  in  the  Certification  Unit, 
the  eligible  list  for  the  class  requested  was  canvassed,  and  the  three 
highest  ranking  eligibles  were  certified  to  the  appointing  officer  for 
consideration  in  order  to  fill  the  vacancy. 

When  the  Charter  amendment  providing  for  a  minimum  of 
the  Rule  of  Three  Scores  in  certification  took  effect  in  December  1991, 
the  rules  and  procedures  governing  certifications  were  amended 
accordingly.  Ties  in  scores  on  the  eligible  lists  are  no  longer  broken, 
and  all  the  eligibles  with  the  same  scores  have  the  same  rank  on  an 
eligible  list.  Certifications  are  now  sent  to  eligibles  with  the  three 
highest  scores,  thereby  allowing  appointing  officers  more  flexibility 
in  making  selections  among  available  eligibles. 

When  an  eligible  is  appointed  as  a  result  of  a  certification,  the 
Certification  Unit  validates  the  appointment.  Staff  is  exploring  ways 
to  streamline  the  appointment  processing  function  in  order  to  reduce 
interoffice  traveling  required  by  appointees  to  process  appointments, 
and  to  reduce  the  number  of  appointees  who  must  appear  at  the 
Certification  Office  for  validation.  Staff  has  met  with  representatives 
from  the  Health  Service  System  and  the  Retirement  System  to  estab- 
lish a  one-stop  Appointment  Processing  Center  at  a  centralized 
location.  Planning  will  continue  in  Fiscal  Year  1992-93. 

In  addition  to  canvassing  eligible  lists  and  validating  appoint- 
ments, the  Certification  Unit  provides  information  to  eligibles  and 
departmental  representatives  regarding  the  status  of  the  lists  and  the 
availability  of  personnel  requisitions;  maintains  records  of  all  ap- 
proved personnel  requisitions  and  requisition  modifications;  and 
records  all  employee  separations,  including  layoffs,  resignations, 
terminations,  dismissals  and  retirements.  With  the  passage  of  Propo- 
sition A  on  the  November  1991  ballot,  which  provided  an  early 
retirement  incentive  for  many  employees,  the  number  of  retirements 
recorded  increased  considerably. 

In  July  1992,  the  Certification  Unit  absorbed  some  functions  of 
theTimeroll  Audit  Unit  in  processing  personnel  requisitions  prior  to 
approval  by  the  Classification  Unit,  the  Mayor  and  the  Controller.  On 
July  1, 1992  staff  absorbed  the  responsibility  for  managing  the  requi- 
sition approval  process,  including  routing  copies  of  personnel  requi- 
sitions submitted  from  all  City  departments  to  the  appropriate  agen- 
cies for  approval. 
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CERTIFICATION  PROGRAM  ACTIVITY 

FISCAL  YEAR  1991-92 

Total 

Eligibles  Certified 

9,609 

Appointments  Validated 

10,904 

Separations  Recorded 

10349 

Number  of  New  Lists 

356 

Number  of  Eligibles  on  New  Lists 

10,806 

Number  of  all  Active  Lists 

1,178 

Number  of  Eligibles  on  all  Lists 

25,403 

Information  Services  Unit 

The  Commission,  through  its  Information  Services  Unit,  oper- 
ates internal  information  systems  in  a  distributed  environment  of 
mini-  and  micro-computers  with  network  access  to  a  number  of  City 
departments.  The  unit  is  responsible  for  applications  development,  as 
well  as  Information  Center  operations  and  services.  Each  of  the 
Commission's  divisions  participate  in  at  least  one  of  the  major  appli- 
cations developed  and  supported  by  the  unit. 

Mail  and  Reproduction  Unit 

The  Mail  and  Reproduction  Unit  is  an  in-house  printing  and 
distribution  center  for  the  Civil  Service  Commission  and  is  respon- 
sible for: 

1 .  Printing  forms,  examinations,  reports,  training  materials  and 
employment  information; 

2.  Disseminating  official  Commission  policy  documents,  busi- 
ness materials  and  employment  information; 

3.  Pick-up  of  interdepartmental  business  materials,  sorting, 
and  delivery  to  proper  destinations; 

4.  Processing  and  distributing  incoming  mail; 

5.  Pick-up,  sorting,  and  expediting  of  outgoing  mail;  and 

6.  Distributing  all  forms  prescribed  by  the  Commission  for  use 
in  all  City  departments  to  document  personnel  transactions. 
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REPRODUCTION  UNIT 
MAIL  DISTRIBUTION 


Incoming  Mail 
Outgoing  Mail 
Inter-Departmental 


Fiscal  Year 

Fiscal  Year 

1991-92 

1990-91 

27,064 

22,593 

73,705 

40,815 

165^40 

53,250 

TOTAL 


166,209 


116,648 


Unit/Division 


REPRODUCTION  UNIT 
PRINTING  ACTIVITY 


Fiscal  Year  1990-91  Fiscal  Year     1991-92    Percent 

Number  of  Number  of  Change 

Printing  Percent  Printing         Percent    in 

Impressions  of  Work  Impressions  of  Work  Volume 


ZxqtnitWtion  Unit?: 

Civil  Service  Commission 
Airport-  Decentralized 
Public  Health-Decentralized 
Social  Service-Decentralized 


438,613 

52.6 

L538,159 

55.1 

+35.1 

21,980 

1.0 

14,430 

0.5 

-34.4 

97,140 

4.5 

81,541 

2.9 

-16.1 

4,950 

0.2 

36,724 

13 

+641.9 

SUBTOTAL 


1,262,683         58.3     1,670,854      59.9 


+32.3 


Other  Units: 


Serv.  531,953 

24.6 

3.2 

Administrative  Personnel 

678,311 
103,675 

24.3 
3.7 

+27.5 

Certification 

69,500 

+33.0 

Classification 

53,155 

2.4 

14,040 

0.5 

-73.6 

Compensation 

77,775 

3.6 

124,644 

4.5 

+39.8 

Equal  Employ  Opportunil 

y           38,358 

1.8 

48,898 

1.8 

+27.5 

Timeroll  Audit 

13,555 

0.6 

5,250 

02 

-61.3 

Management  Developmei 

«t           66,174 

3.0 

125,735 

4.5 

+47.4 

Management  Info  Service 

b            53,400 

2.5 

17,975 

0.6 

-66.3 

SUBTOTAL: 

903,870 

41.7 

1,118,528 

40.1 

+21.5 

GRANT?  TOTAL: 

2,166,553 

100.0 

2,789,382 

100.0 

+22.4 

It. 
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Personnel  Services  Unit 

The  Personnel  Services  Unit  reviews  a  wide  variety  of  personnel 
matters,  including  declaration  of  permanency  of  personnel  requisi- 
tions, leaves  of  absence,  seniority,  reductions  in  force  (layoffs),  re- 
quests for  additional  employment,  medical  examinations  and  other 
issues  which  clearly  do  not  fall  within  the  jurisdiction  of  other 
divisions.  In  addition,  the  unit  develops  and  coordinates  personnel 
policies,  practices,  rules,  forms  and  procedures.  Unit  staff  also 
represents  the  Commission  in  meet  and  confer  negotiations  with 
employee  organizations;  and  researches  and  generates  reports  on 
behalf  of  City  departments  on  limited  tenure  appointments,  excep- 
tions to  the  order  of  layoff,  holdover  placement,  extension  of  holdover 
rights,  status  grants,  non-civil  service  separations,  and  medical,  crimi- 
nal and/or  background  rejections. 

In  Fiscal  Year  1991-92,  the  unit  submitted  for  the  Commission's 
approval  Employee  Personnel  Records  Guidelines,  a  uniform  proce- 
dure for  maintaining  employee  personnel  folders  in  all  City  depart- 
ments. In  addition  to  the  maintenance  of  personnel  records,  the 
guidelines  facilitate  the  transfer  of  folders  between  departments  as 
employees  move  to  new  positions.  The  adoption  of  the  guidelines  by 
the  Commission  on  April  6, 1992  was  significant,  because  it  was  the 
first  time  that  the  City  has  had  a  comprehensive  and  operationally 
standard  employee  records  system  in  format  and  tracking. 

In  the  November  1991  election,  voters  approved  the  Rule  of 
Three  Scores  for  minimal  certification  of  eligibles.  Moreover,  voters 
approved  revision  to  the  dismissal  procedure  for  permanent  employ- 
ees, as  well  as  the  transfer  of  various  provisions  of  the  City  Charter, 
pertaining  to  examinations,  eligible  lists,  provisional  appointments, 
etc.,  to  Commission  Rules  for  possible  amendment.  Unit  staff  collabo- 
rated with  Citywide  departmental  personnel  officers,  including  equal 
employment  opportunity  coordinators,  and  Commission  staff  on  an 
ad  hoc  basis  to  implement  or  propose  implementation  of  voter 
mandates  through  ruleand  procedural  changes  with  the  Commission's 
approval.  These  recommendations  and  plans  for  full  implementation 
will  continue,  with  the  Commission's  adoption  and  oversight,  in 
Fiscal  Year  1992-93. 
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Administrative  and  Personnel 
Services  Division  -  Future  Goals 


The  Division  will  continue  to  seek  new  and  better  ways  to  serve 
this  agency  and  City  departments,  while  providing  staff  with  the 
opportunity  to  extend  their  scope  of  responsibility  and  develop  their 
full  potential. 


CAROL  M.  SAM 
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CLASSIFICATION  AND 
COMPENSATION  DIVISION 


Classification  Unit 


Position  classifies  tion  is  a  basic  tool  of  personnel  management 
that  provides  a  systematic  means  of  identifying  and  describing  differ- 
ent kinds  of  work  in  terms  of  primary  tasks,  duties  and  responsibili- 
ties, and  the  knowledge,  skills  and  abilities  required  for  their  perfor- 


After  positions  in  the  public  service  are  grouped  into  classes 
on  the  basis  of  similarity  in  these  areas,  specifications  that  delineate 
the  basic  characteristics  of  a  class  are  prepared.  In  most  instances, 
classes  are  grouped  into  a  series  that  provide  career  opportunities  in 
City  employment. 

This  process  assures  equivalent  treatment  of  similar  positions 
in  terms  of  recruitment,  examination,  pay,  training  and  promotion. 
Position  classification  is  the  fundamental  element  in  implementing 
the  merit  principles  of  equal  pay  for  equal  work. 


Work  Program  Detail 

The  Classification  Unit  operates  the  central  program  respon- 
sible for  planning,  coordinating  and  conducting  the  majority  of  the 
classification  studies  of  approximately  29,519  positions.  These  posi- 
tions are  budgeted  in  existing  classes  as  follows: 

1322      Regular  classifications 
327      Exempt  classifications 
1649      Total  classes  as  of  June  30, 1992 

This  program  involves  classification  of  new  positions,  reclas- 
sification of  existing  positions,  recommendations  on  the  staffing  of 
organization  units,  the  resolution  of  classification  problems  by  re- 
search and  survey,  position  audits,  and  preparation  of  reports,  letters, 
memoranda,  and  Salary  Ordinance  Amendment  legislation. 
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Additionally,  154  "A"  classes,  unclassified  positions  authorized  in  the 
budget,  are  pending  allocation  to  existing  classifications  or  newly- 
created  classes. 


Unit  Activities  1991-92  Fiscal  Year 

A.  Classes  established,  consolidated  and  abolished  55(1)* 

B.  Positions  classified/reallocated  754 

C.  Classification  reports  calendared  57(2)* 

D.  Salary  Ordinance  Amendments  prepared  1 5 

E.  Tenure  of  requisition  requests  acted  upon  2599 


►NOTES: 

I.       This  figure  includes  20  new  classes  established,  32  specifica- 
tions amended  and  3  classes  abolished. 

I.      This  figure  reflects  the  following  detailed  classification  ac- 
tions: 26  personal  services  contract  reports  (977  contracts),  32 
specification  amendments,  754  positions  classified/reallocated, 
20  new  classes  established,  3  classes  abolished,  and  4  Staff 
Aide/Assistant,  Special  Project  positions  approved. 


Citywide  Survey  of  Positions  in  the  Administrative 
Analyst  Series 

A  survey  of  all  positions  budgeted  or  occupied  in  Classl823 
Senior  Administrative  Analyst  and  Classl824  Principal  Administra- 
tive Analyst  was  completed.  This  survey  was  requested  by  the 
Commission  in  response  to  testimony  from  long-term  incumbents  in 
these  classes,  who  were  concerned  that  an  examination  had  not  been 
administered  in  a  number  of  years. 

Staff  surveyed  53  positions  in  twenty  departments,  including 
desk  audits  of  all  incumbents.  The  analysis  indicated  that  the  posi- 
tions performed  a  variety  of  highly  detailed  and  complex  analysis  in 
a  staff  capacity  for  management  in  the  areas  of  budget,  finance,  policy 
and  legislation. 

Class  specifications  were  amended  to  reflect  current  duties  in 
the  respective  classifications,  and  subject  positions  were  allocated  to 
the  appropriate  level  within  the  series,  or  to  an  existing  class  outside 
of  the  series,  or  deferred  to  other  classification  surveys.  Examination 
development  was  initiated  based  on  the  results  of  this  survey. 
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Citywide  Data  Processing  Classification  Project 

Public  Administration  Service,  a  consulting  firm  under  con- 
tract to  the  Civil  Service  Commission,  continued  to  provide  profes- 
sional services  in  the  performance  of  the  Data  Processing  Classifica- 
tion Project.  The  primary  objective  of  this  project  is  to  develop  and 
implement  a  data  processing  classification  plan  that  will  enhance  the 
City's  ability  to  recruit  and  retain  qualified  data  processing  profes- 
sionals and  allow  them  to  make  optimal  use  of  their  skills. 

Preliminary  classification  concepts  were  developed  after  a 
review  of  the  City's  data  processing  environment  with  management; 
review  of  the  City  Charter  and  Civil  Service  Commission  Rules  and 
policies;  and  thorough  analysis  of  the  written  documentation  describ- 
ing each  position's  duties  and  responsibilities.  The  consultants  have 
included  in  these  concepts  information  collected  during  on-site  audits 
of  320  employees  out  of  the  900  positions  in  the  study. 

At  the  close  of  Fiscal  Year  1991-92,  discussions  took  place  in 
regard  to  the  actual  classification  plan.  The  resulting  classification 
plan  will  be  flexible  and  responsive  to  future  industry  changes.  The 
plan  will  includeclass  level  descriptions,  career  ladders,  classification 
titles  and  specifications.  During  Fiscal  Year  1992-93,  a  classification 
plan  will  be  recommended  for  adoption,  and  positions  will  be  recom- 
mended to  appropriate  allocations. 

Port  of  San  Francisco 

Stemming  from  an  organizational  analysis  conducted  in  No- 
vember 1990,  the  Port  of  San  Francisco  initiated  a  Port-wide  reorgani- 
zation in  Fiscal  Year  1 991-92.  Its  objective  was  to  provide  better  service 
to  tenants  and  the  public,  and  increase  productivity  and  revenues.  To 
fulfill  its  mission,  the  Port  adopted  an  innovative  decentralized 
"stakeholder"  organization  consisting  of  four  main  divisions:  Cargo 
Services;  Tenant  Services;  Planning,  Development  and  Community 
Affairs;  and  Internal  Services. 

Classification  Unit  Staff  worked  closely  with  consultants, 
departmental  administrators  and  representatives  in  its  survey  of 
thirty-eight  Port  positions.  In  October  1 991 ,  the  Civil  Service  Commis- 
sion approved  the  staff's  recommendation  of  the  creation  of  four  new 
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classes,  and  the  amendment  and/or  retitling  of  nine  class  specifica- 
tions. In  its  visionary  plan,  the  Port's  Division  of  Planning,  Develop- 
ment and  Community  Affairs  specifically  addresses  environmental, 
legislative,  community,  and  regulatory  compliance  issues  through 
strategic  planning  and  development. 

To  implement  this  proactive  plan,  which  is  responsive  to  both 
community  needs  as  well  as  future  land-use  issues,  two  new  classes 
have  been  created,  and  one  class  specification  has  been  retitled  and 
amended.  Additionally,  two  classes  were  abolished  and  36  perma- 
nently budgeted  positions  were  classified.  The  Port  now  serves 
among  City  departments  as  a  model  of  a  "stakeholder"  organization 
dedicated  to  providing  services  and  enhancing  revenue. 


Department  of  Social  Services 

Ralph  Andersen  and  Associates  has  been  under  contract  to 
complete  a  comprehensive  classification  and  performance  standards 
study  involving  the  Department  of  Social  Service's  classes  in  the  social 
services  area.  In  early  1991,  the  study  was  expanded  to  include  a 
review  of  the  positions  related  to  Eligibility  Worker  in  the  Department 
of  Public  Health. 

The  Department  of  Social  Services,  the  Department  of  Public 
Health  and  Civil  Service  Commission  staff  are  in  the  process  of 
determining  final  recommendations  for  implementation,  subject  to 
the  approval  of  the  Commission.  It  is  anticipated  that  the  entire  study 
will  be  completed  in  the  first  quarter  of  Fiscal  Year  1992-93.  Proposed 
classification  recommendations  will  include  creating  several  new 
classes  and  abolishing  several  obsolete  classes;  and  amending,  retitling 
and  updating  numerous  existing  class  specifications. 

Other  actions  during  the  year  included  the  classification  of  93 
positions  in  a  supplemental  appropriation  funded  by  state  and  federal 
dollars  to  increase  service  levels  in  the  County. 


Department  of  Public  Health 

The  class  specification  for  Director  of  Health  was  amended  to 
reflect  the  current  organizational  structure  of  the  department,  which 
includes  the  establishment  of  the  Health  Commission,  appointment  of 
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a  non-physician  as  Director  of  Health,  and  designation  of  a  licensed 
physician  as  a  County  Health  Officer. 

The  Bureau  of  Toxics,  Health  and  Safety  Services,  Hazardous 
Materials  Division,  was  given  permission  to  use  a  Staff  Assistant  VII, 
Special  Project  to  employ  a  Hydrogeologist  to  act  as  a  project  super- 
visor and  develop  site  assessments  and  mitigation  strategies,  which 
are  policies  and  procedures  required  by  contract  with  the  Water 
Resources  Control  Board  in  administering  the  Local  Oversight  Pro- 
gram. 

Two  Head  Nurse  positions  that  focused  on  utilization  review 
were  classified.  This  is  an  increasingly  important  area,  as  health  care 
costs  continue  to  rise.  The  Orderly  class  specification  was  amended 
and  retitled  to  Nursing  Assistant  to  reflect  a  trend  in  the  industry.  A 
new  class,  Senior  Unit  Clerk,  was  established,  and  the  class  specifica- 
tion for  Ward  Clerk  was  amended  and  retitled  to  Unit  Clerk  to  reflect 
more  accurately  the  duties  and  responsibilities  in  both  in-patient  and 
out-patient  settings. 

In  early  1991,  Ralph  Andersen  and  Associates,  under  contract 
with  the  Department  of  Social  Services,  expanded  its  study  to  include 
a  review  of  the  positions  related  to  Eligibility  Worker  in  the  Depart- 
ment of  Public  Health.  Staff  is  presently  working  with  both  depart- 
ments to  review  the  consultant's  final  draft  report  and  confirming 
recommendations  for  implementation. 


Environmental  Health  and  Safety 

There  has  been  increasing  concern  by  City  departments  re- 
garding Environmental  Health  and  Safety  issues.  Two  new  classifi- 
cations were  developed  and  adopted  for  Citywide  use  in  order  to 
address  these  issues. 

The  Manager,  Office  of  Health  and  Safety,  is  responsible  for 
planning,  directing,  coordinating  and  managing  the  administrative 
and  operational  activities  of  a  Health  and  Safety  Office  for  a  large 
department,  which  includes  environmental  health  and  occupational 
safety  services. 

The  new  class  of  Safety  Analyst  establishes  comprehensive 
occupational  safety  programs;  plans  and  conducts  worksite  hazards 
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analysis  to  identify  occupational  safety  hazards;  and  develops  and 
conducts  training  classes.  Positions  were  classified  in  four  City 
departments  to  implement  these  programs. 


Projected  Classification  Activities 

The  difficult  economic  climate  for  the  City's  1992-93  budget, 
coupled  with  reduced  numbers  of  positions  due  to  early  retirement 
incentives  in  1991,  will  likely  result  in  increased  classification  review 
of  existing  positions  at  the  request  of  departmental  managers.  Addi- 
tionally, as  a  result  of  Charter  amendments  passed  in  the  November 
1991  election,  anticipated  Civil  Service  Commission  Rule  changes 
may  facilitate  the  broadening  or  consolidation  of  classes. 

Specific  work  plan  objectives  for  Fiscal  Year  1992-93  include 
eliminating  the  backlog  of  classification  items  in  many  departments, 
especially  in  the  Department  of  Public  Works.  The  unit  is  also 
planning  to  streamline  the  processing  of  Personal  Services  Contracts. 
The  unit  will  be  internally  restructured  to  provide  more  effective  and 
responsive  services  to  clusters  of  departments  which  use  the  same  or 
similar  classifications  or  have  related  operations.  Within  this  struc- 
ture, proposed  changes  or  consolidations  of  class  series  will  be  more 
easily  evaluated  for  interdepartmental  utility,  and  prioritization  and 
response  to  departmental  needs  will  be  addressed  through  a  team 
approach. 
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Compensation  Unit 

The  primary  function  of  the  Compensation  Unit,  with  its  sub- 
units  Labor  Relations  and  Payroll  Audit,  is  to  survey  prevailing  rates 
of  pay  for  all  City  employees,  including  pay  equity,  according  to  the 
provisions  of  the  Charter.  Other  duties  include  conducting  fringe 
benefit  and  specialized  surveys  at  the  request  of  the  Commission  or 
Board  of  Supervisors;  completing  salary  questionnaires  for  other 
agencies;  implementing  the  Salary  Plan  by  coordinating  salary  mat- 
ters with  all  City  departments;  performing  labor  relations  activities  as 
required  by  the  Employee  Relations  Ordinance;  and  conducting 
routine  payroll  audit  functions. 


Salary  Standardization,  by  Charter,  is  divided  into  four  major 
categories: 

1.  Miscellaneous  Employees  -  Charter  Sections  8.400, 
8.401,  8.407  and  8.407-1  and  8.409; 

2.  Registered  Nurse  Classifications  -  Charter  Section 
8.403; 

3.  Municipal  Railway  Transit  Operators  -  Charter 
Section  8.404 

4.  Police  and  Fire  -  Charter  Sections  8.405  and  8.590. 


The  following  sections  describe  methods  of  determining  pay  rates  and 
some  of  the  working  conditions  for  the  four  major  categories: 

Miscellaneous  Employees 

In  November  1991,  the  electorate  approved  Proposition  B 
which  added  Section  8.409  to  the  Charter,  allowing  represented 
Miscellaneous  employees  to  engage  in  collective  bargaining  to  set 
wages,  benefits  and  working  conditions.  In  Fiscal  Year  1991-92,  only 
one  emplovee  organization,  the  Union  of  American  Physicians  and 
Dentists,  opted  out  of  the  formula  approach  of  Charter  Section  8.407 
into  collective  bargaining. 

Charter  Section  8.407  requires  the  Commission  to  conduct  a 
comprehensive  investigation  and  survey  of  basic  pay  rates,  wages  and 
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salaries  in  other  governmental  jurisdictions  and  private  employment 
for  like  work  and  like  service,  based  on  job  classifications  primarily  in 
the  Bay  Area. 

It  also  requires  the  Commission  to  base  its  findings  on  facts 
and  data  collected  regarding  the  generally  prevailing  pay  rates  for 
each  benchmark  class.  Salary  data  must  first  be  collected  from  the  Bay 
Area  counties  of  Alameda,  Contra  Costa,  Marin,  San  Mateo,  San 
Francisco  and  Santa  Clara.  If  there  is  insufficient  salary  data  available 
from  these  jurisdictions,  the  Commission  may  survey  other  major 
public  agencies  in  the  State,  utilizing  only  data  from  those  classes  for 
which  more  than  3,000  persons  are  employed  by  the  agency..  The 
Charter  stipulates  that  the  salary  data  from  public  agencies  is  to  be 
collected  from  five  Bay  Area  counties;  the  ten  most  populous  cities  in 
these  counties;  agencies  of  the  State  and  Federal  government;  and 
school  districts  and  other  special  districts  in  these  counties. 

The  Commission  also  collects  basic  pay  rate  data  from  the 
recognized  governmental  Bay  Area  salary  survey  of  private  employ- 
ers in  the  City  and  County  of  San  Francisco  and  Bay  Area  counties  of 
Alameda,  Contra  Costa,  Marin,  San  Mateo  and  Santa  Clara.  The  data 
collected  is  limited  to  rates  of  pay  and  salaries  actually  being  paid  by 
private  employers  for  like  work  and  like  service. 

Charter  Section  8.407  defines  the  term  "prevailing  rates  of 
wages"  as  the  rate  ranges  developed  from  the  weighted  average  of  the 
midpoints  of  the  basic  rates,  excluding  fringe  benefits,  for  surveyed 
public  employment,  and  the  median  of  the  pay  rates  for  private 
employment.  It  stipulates  that  the  Board  of  Supervisors  shall  not  set 
the  maximum  rate  of  pay  for  any  class  in  excess  of  the  maximum 
prevailing  rate  for  the  class  and  further  provides  that  no  employees 
shall  have  the  basic  pay  rate  reduced. 

Beginning  in  June  1991,  employee  representatives  and  em- 
ployees were  invited  to  request  salary  adjustments  supported  with 
any  information  or  data  that  would  justify  such  adjustments.  The  data 
presented  was  reviewed,  analyzed  and  modified  for  a  period  of 
approximately  four  months.  Salary  recommendations  were  not  final- 
ized until  public  hearings  were  held,  at  which  time  employees, 
employee  organization  representatives,  and  representatives  of  civic, 
public  and  professional  organizations  were  given  an  opportunity  to 
express  their  views  on  salary  standardization. 
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On  January  27, 1992,  the  recommended  schedules,  based  on 
the  survey  together  with  the  existing  schedules  of  compensation,  were 
approved  by  the  Commission.  A  supplemental  report  was  approved 
by  the  Commission  on  March  16, 1992.  The  data  contained  in  a  report, 
Salary  and  Wage  Survey,  was  obtained  from  over  50  individual  public 
jurisdictions  in  California,  the  Federal  Government,  the  State  of 
California  and  the  Bay  Area  Salary  Survey  Committee. 

The  civil  service  recommendations  were  submitted  to  the 
Board  of  Supervisors  for  their  consideration.  The  Board  then  adopted 
these  recommendations.  The  new  salary  schedules  represented 
increases  ranging  from  3.5%  to  16%  The  average  percentage  increase 
recommended  was  approximately  8.7%.  Since  there  was  no  general 
increase  for  1991-92,  the  8.7%  increase  was  for  two  years. 

Fay  Equity 

The  Compensation  Unit  is  now  entering  into  its  sixth  year  of 
administering  the  City's  pay  equity  program.  This  responsibility  was 
placed  within  the  Commission's  purview  by  the  passage  of  Proposi- 
tion H  in  the  November  1986  election  and  the  addition  of  Section  8.407- 
1  to  the  City  Charter. 

The  Commission  was  mandated  to  conduct  a  pay  equity 
survey  each  year  comparing  City  classifications  disproportionately 
occupied  by  minorities  and  women,  and  City  classifications  not 
disproportionately  occupied  by  minorities  and  women.  Addition- 
ally, the  staff  was  required  to  conduct  the  survey  in  accordance  with 
standards  and  guidelines  of  similar  surveys  in  other  governmental 
jurisdictions  and  private  employment,  and  to  make  use  of  the  data 
acquired  from  these  entities. 

Because  of  the  lack  of  an  internal  point-factor  evaluation 
system,  the  staff  has  been  obligated  to  rely  primarily  on  the  data  of 
other  agencies  which  had  made  use  of  point-factor  evaluation  sys- 
tems. With  the  aid  of  data  acquired  from  three  California  jurisdictions 
and  the  State  of  Washington,  the  staff  has  developed  an  interim 
methodology  providing  comparisons  between  the  studies  evaluated 
and  City  benchmark  classes  disproportionately  occupied  by  minori- 
ties and  women. 
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In  situations  where  staff  could  not  find  an  appropriate  com- 
parison for  a  women-dominated  or  minority-dominated  benchmark 
class,  staff  recommended  that  the  class  be  granted  the  same  pay  equity 
adjustment  as  other  women-  or  minority-dorninated  classes  with 
similar  levels  of  duties,  responsibilities  and  compensation.  Because 
the  Commission  has  strong  reservation  about  the  continued  use  of 
what  was  only  intended  to  be  an  interim  method,  it  recommends  that 
the  City  revises  the  current  methodology  to  reflect  local  conditions 
and  practices. 

As  a  result  of  negotiations  between  the  Office  of  the  Mayor's 
Employee  Relations  Division  and  employee  organizations  during  the 
summer  of  1991,  the  Pay  Equity  Agreement  for  classifications  repre- 
sented by  the  Service  Employees  International  Union  (SETU)  was 
extended  through  June  30, 1994.  This  agreement  continues  to  provide 
3%  salary  adjustments  to  those  classes  which  retain  eligibility  under 
the  terms  of  the  prior  agreement. 

Non-SEIU  classes  as  well  as  classes  whose  salaries  are  below 
$45,000  per  annum  at  the  fifth  step,  including  those  represented  by 
other  employee  organizations,  will  not  receive  an  increase  in  pay 
equity  but  will  be  able  to  retain  current  pay  equity  adjustments  if  they 
meet  previously  agreed  upon  eligibility  requirements  included  in 
prior  contracts.  The  future  of  Pay 

Equity  adjustments  will  be  governed  primarily  by  negotiations  be- 
tween the  Employee  Relations  Division  and  employee  organizations. 

Pursuant  to  the  Charter  mandate,  the  Pay  Equity  report 
submitted  by  the  Commission  for  Fiscal  Year  1992-93  consisted  of  a 
new  report  and  updated  materials  which  included  new  work  force 
composition  report  appendices,  an  updated  summary  of  relevant 
survey  data  used  to  identify  pay  equity  differentials,  and  an  updated 
and  revised  pay  equity  differential  booklet. 

The  report  notes  that  pay  gaps  on  some  of  the  benchmarks  are 
narrowing  as  a  result  of  prior  pay  equitv  adjustments.  Subsequently, 
this  inevitable  narrowing  of  pay  gaps  has  resulted  in  no  increase  or  a 
slight  decrease  in  pay  equity  for  those  classes  which  would  otherwise 
have  been  eligible  for  contractual  3%  pay  equity  increases.  The 
reduction  of  salary  gaps  may  be  attributed  to  the  success  of  the  pay 
equity  program  which  alleviated  prior  salary  inequities. 
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Registered  Nurse  Classifications 

Charter  Section  8.403  provides  the  method  for  setting  salaries 
for  all  classes  which  require  a  Registered  Nurse  license.  For  the  acute 
care  staff  nurse  classification,  under  this  method,  the  Commission  is 
required  to  certify  to  the  Board  of  Supervisors  the  highest  prevailing 
salary  schedule  in  effect  on  April  15  granted  by  collective  bargaining 
agreement  to  comparable  registered  nurse  employees  in  public  and 
private  employment  in  the  six  Bay  Area  counties.  The  Charter  then 
requires  the  Board  of  Supervisors  to  set  a  rate  of  pay  for  such  nurses 
not  to  exceed  the  schedule  certified  by  the  Commission. 

Accordingly,  the  Commission  certified  that  the  highest  pre- 
vailing maximum  rate  was  $27.84  per  hour  (approximately  $4844.00 
per  month).  The  Board  of  Supervisors  then  adopted  a  maximum  rate 
of  $27.04  per  hour  (approximately  $4705.00  per  month),  an  increase  of 
approximately  5%. 


Municipal  Railway 

Staff  conducts  a  survey  of  transit  systems  in  the  United  States 
operating  primarily  within  cities  having  a  population  of  not  less  than 
500,000  and  normally  employing  not  less  than  400  transit  operators. 
The  Commission  then  certifies  to  the  Board  of  Supervisors  the  average 
of  the  two  highest  wage  schedules  in  effect  on  July  1  for  comparable 
employees  in  the  systems  certified  in  the  report.  The  Board  of 
Supervisors  then  fixes  a  wage  schedule  which  shall  not  exceed  the 
average  of  the  two  highest  wage  schedules  certified  by  the  Commis- 
sion. 

For  Fiscal  Year  1991-92,  the  survey  that  follows  shows  that  the 
Santa  Clara  County  Transit  District  and  Washington  Metropolitan 
Area  Transit  Authority  paid  the  highest  rates  for  platform  personnel 
as  of  July  1 . 

The  average  of  the  two  was  $1 8.025  per  hour,  effective  July  1, 
1991.  However,  due  to  the  substantial  budget  deficit  facing  the  City, 
there  was  no  salary  increase  for  transit  operators  for  Fiscal  Year  1991- 
92. 
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TRANSIT  OPERATOR  SALARY  SURVEY 
JULY  1, 1990 


City 

San  Jose,  CA 

Washington,  D.C. 
Boston,.  MA 
New  York,  NY 
Los  Angles,  CA 
Chicago,  IL 
Seattle,  WA 
Baltimore,  MD 
Cleveland,  OH 
San  Diego,  CA 
Columbus,  OH 
Milwaukee,  WI 
Philadelphia,  PA 
Houston,  TX 
Detroit,  MI 
Phoenix,  AZ 
Dallas,  TX 
San  Antonio,  TX 


No.  of 
Oper. 

1004 

2631 

1294 

8000 

6000 

5092 

1236 

1209 

1200 

580 

418 

915 

2500 

1447 

1200 

450 

750 

598 


Transit  Company 


Maximum 

Hourly 

Rate 


Santa  Clara  County  Transit  District  17.53 

Effective  3/2/92  18.41 
Washington  Metro  Area  Transit  Authority  17.64 

Massachusetts  Bay  Trans.  Authority  17.57 

New  York  City  Transit  Authority  16.61 

Southern  California  Rapid  Transit  Dist  16.48 
Chicago  Transit  Authority  15.90 

Municipality  of  Metropolitan  Seattle  15.45 

Maryland  Mass  Transit  Administration  14.78 

Greater  Cleveland  Regional  Transit  14.50 

San  Diego  Transit  Corporation  14.42 

Central  Ohio  Transit  Authority  14.14 

Milwaukee  County  Transit  System  14.14 

Southeastern  Pennsylvania  Transit  13.79 

Metropolitan  Transit  Authority  12.70 

Detroit  Department  of  Transportation  12.61 

Phoenix  Transit  System  12.50 

Dallas  Area  Rapid  Transit  System  1 1 .7.8 

VTA  Metropolitan  Transit  11.07 


Police  and  Fire 

In  November  1990,  the  electorate  approved  amending  the 
Charter  by  adding  Sections  8.590-1  through  8.609-7  which  establishes 
collective  bargaining  for  the  uniformed  forces  of  the  Police  and  Fire 
Departments  as  well  as  the  Airport  Police  Officer  classifications. 
Beginning  with  Fiscal  Year  1991-92,  the  salary  survey  required  by 
Charter  Section  8.405  will  be  utilized  by  the  Retirement  System  as  the 
minimum  rate  in  determining  compensation  for  retired  employees  of 
the  Police  and  Fire  Departments. 

Fiscal  Year  1991-92  was  the  first  year  that  rates  for  Police  and 
Fire  employees  were  established  through  collective  bargaining  under 
the  new  Charter  section.  Due  to  the  large  budget  deficit  facing  the 
City,  there  was  no  salary  increase  for  Fiscal  Year  1991-92.  However, 
there  will  be  5%  increases  for  the  next  three  years  beginning  with 
Fiscal  Year  1992-93. 
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In  spite  of  the  new  collective  bargaining  process,  the  Commis- 
sion was  still  obligated  to  conduct  its  salary  survey,  in  accordance  with 
Charter  Section  8.405,  to  use  as  the  basis  for  determining  the  rate  to  be 
paid  to  retired  members  of  the  uniformed  forces  of  the  Police  and  Fire 
departments. 

The  survey  produced  $3739.56  per  month,  representing  an 
increase  of  approximately  2.45%.  The  actual  survey  results  follows. 
Also  shown  is  a  comparison  of  the  cost  of  living  increases  in  San 
Francisco  and  the  cities  included  in  the  survey. 

Police  Officer  Salary  Survey 
Effective  July  1, 1991 


City 

Claps  Title 

Motorcy 
Pay 

cle 

Pos. 

Monthly  Salary 

San  Francisco 

Police  Officer 

234 

1336 

3152 

36S0 

Fresno 

Police  Officer 

— 

227 

3143 

3699 

Long  Beach 

Police  Officer 

351 

439 

2776 

3437 

Los  Angeles 

Police  Officer  II 

431 

2494 

2987 

3917 

Los  Angeles 

Police  Officer  III 

— 

2229 

3153 

4138 

Oakland 

Police  Officer 

191 

385 

3171 

3823 

Oakland 

Police  Officer 

201 

109 

3495 

4015 

Sacramento 

Police  Officer 

— 

615 

2598 

3158 

San  Diego 

Police  Officer  n 

122 

1157 

2868 

3466 

San  Jose 

Police  Officer 

200 
1496 

857 

2986 

4003 
33656 

Average  Maximum  Basic  Rate  paid  Police  Officers  =  3739.56 

Average  Additional  Compensation  for  Two-Wheel  Motorcycle  Duty    249. 33 


City 

San  Francisco 
Fresno 
Long  Beach 
Los  Angeles 
Oakland 
Sacramento 
San  Diego 
San  Jose 


Firefighters  Salary  Survey 
Effective:  July  1, 1991 


Class  Title 

Firefighter 
Firefighter 
Firefighter 
Firefighter  II 
Firefighter 
Firefighter 
Firefighter  II 
Firefighter 


Pos. 

Monthly  Salary 

1054 

3152        3650 

78 

2840        3451 

321 

2776        3437 

1448 

3085       3840 

226 

2649        3486 

231 

2530       3076 

296 

2628        3174 

233 

2829       3793 

24257 

Average  Maximum  Basic  Rate  paid  Firefighters  * 


$3465.29 
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Cost  of  living  Consumer  Price  Index 
Urban  Wage  Earners  and  Clerical  Workers 


March 

Match 

Percentage 

1990 

1991 

Increase 

San  Francisco 

129.6 

134.7 

4.4% 

long  Beach 

130.5 

135.3 

3.7% 

Los  Angeles 

130.5 

135.3 

3.7% 

Oakland 

129.0 

134.7 

4.4% 

San  Diego 

125.0 

132L2 

5.8% 

San  Jose 

129.0 

1347 

4.4% 

The  cost  of  living  in  San  Francisco  increased  by  4.4%. 

The  cost  of  living  in  the  cities  included  in  the 
Survey  increased  by  4.4%. 

NOTE:  There  are  no  cost  of  living  figures  published  for  Fresno  or 
Sacramento. 


Labor  Relations  Unit 

The  Labor  Relations  Unit  performs  functions  required  by  the 
City's  Employee  Relations  Ordinance,  including  certification  of  the 
appropriate  employee  organization  to  represent  employees  for  nego- 
tiation purposes;  investigation  of  unfair  labor  practices  charges;  and 
administration  of  complaints  regarding  the  assignment  of  classes  to 
bargaining  units  or  the  designation  of  employees  as  Management, 
Supervisory  or  Confidential.  Civil  Service  Commission  Rule  21 
provides  specific  administrative  procedures  to  carry  out  these  func- 
tions, after  assuming  these  labor  relations  responsibilities  in  August 
1976. 


Employee  Organization  Certification  or  Decertification 

An  employee  organization  may  petition  to  become  the  rec- 
ognized or  "official"  representative  for  a  bargaining  unit  composed  of 
classes  with  similar  duties  and  responsibilities  (i.e.,  community  of 
interest). 
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Such  recognition  entitles  the  organization  to  rights  and 
responsibilities  as  specified  in  the  Employee  Relations  Ordinance 
(ERO),  such  as  the  right  to  meet  and  confer  with  City  representatives 
and  to  sign  binding  contracts  (Memoranda  of  Understanding)  on 
behalf  of  City  employees. 

Employee  organizations  may  become  recognized  by  peti- 
tioning the  Labor  Relations  Unit  for  an  election.  Upon  receipt  of  a 
valid  petition,  staff  conducts  a  secret  ballot  election.  Such  elections 
involve  arranging  for  a  pre-election  conference  to  determine  the  date, 
time  and  place  of  the  election  and  eligible  voters. 

A  majority  of  those  voting  determines  the  results.  After 
resolving  any  protest  over  the  conduct  of  the  election,  staff  formally 
certifies  the  elected  employee  organization,  if  any,  to  represent  the 
employees  in  their  labor  relations  with  the  City  and  County.  Staff  may 
also  conduct  decertification  or  "recall"  elections.  This  occurs  when  a 
group  of  employees  or  an  employee  organization  submits  proof  that 
a  sufficient  number  of  the  affected  employees  no  longer  wish  to  be 
represented  by  a  particular  organization. 

An  employee  organization  may  also  gain  recognition  status 
by  submitting  documents  proving  that  the  organization  has  histori- 
cally represented  employees  in  the  bargaining  unit.  After  researching 
the  matter,  the  unit  certifies  the  organization  as  the  official  represen- 
tative, or  if  the  matter  is  under  dispute,  orders  that  an  election  be  held . 
During  the  past  fiscal  year,  staff  conducted  three  elections  affecting 
over  850  employees. 

Unfair  Labor  Practice  Charges 

The  Labor  Relations  Unit  also  investigates  Unfair  Labor 
Practice  Charges  (ULPC).  Initially,  staff  determines  if  the  charge 
presents  a  "prima  facie"  case.  The  charged  party  is  requested  to 
respond  in  writing  to  the  allegations.  Staff  then  attempts  to  resolve  the 
dispute  by  identifying  the  key  issues  and  contacting  each  of  the 
parties. 

A  settlement  conference  may  be  held  wherein  staff  mediates 
the  dispute  by  reviewing  the  issues  with  the  parties  and  proposing 
possible  remedies.  If  mediation  is  not  successful,  the  charge  is 
referred,  in  whole  or  in  part,  to  an  Administrative  Law  Judge  for 
hearing  and  final  determination.  When  hearings  are  required,  staff 
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conducts  a  pre-hearing  conference  to  clarify  the  issues  and  to  set  the 
date,  time  and  place  of  hearing.  In  Fiscal  Year  1991-92,  sixteen  Unfair 
Labor  Practice  Charges  were  investigated. 

Complaints 

The  Labor  Relations  Unit  handles  complaints  involving  the 
allocation  of  classes  to  bargaining  units,  or  the  assignment  of  a 
Management,  Supervisory  or  Confidential  designation.  This  is  in 
accordance  with  the  Employee  Relations  Ordinance  (ERO)  which 
outlines  fifteen  bargaining  units,  some  of  which  are  divided  into  sub- 
units.  These  units  are  composed  of  classes  with  similar  duties  and 
responsibilities  for  negotiation  purposes.  The  ERO  also  specifies  that 
some  employees  may  be  designated  as  Management,  Supervisory  or 
Confidential  because  of  the  nature  of  their  duties  and  their  functional 
role  within  a  department. 

The  Mayor's  Employee  Relations  Division  is  responsible  for 
assigning  classes  to  units  as  well  as  for  assigning  Management, 
Supervisory  or  Confidential  designations  after  consulting  with  de- 
partment heads.  Both  actions,  unit  determinations  and  designation 
assignments,  may  be  protested  by  filing  a  complaint  with  the  Civil 
Service  Commission.  Staff  reviews  these  complaints  and  attempts  to 
mediate  the  dispute.  If  mediation  is  not  possible,  staff  arranges  for  the 
issue  to  be  resolved  by  an  Administrative  Law  Judge.  In  Fiscal  Year 
1991-92,  staff  received  over  200  complaints.  Twenty  nine  disputes 
were  resolved  by  Administrative  Law  Judge  hearings. 

Other  Labor  Relations  Unit  Activities 

In  previous  years,  staff  typically  handled  several  unit  com- 
plaints and  generally  conducted  elections  involving  no  more  than  a 
hundred  employees  annually.  However,  the  passage  of  Proposition 
B  on  the  November  1991  ballot  significantly  impacted  the  unit. 

As  previously  noted,  Proposition  B  added  Charter  Section 
8.409  which  created  a  collective  bargaining  option  for  miscellaneous 
employees.  It  also  provided  a  mechanism  for  represented  emplovees 
to  choose  to  remain  in  8.407  under  the  salary  survey  setting  method- 
ology. Therefore,  it  became  critical  for  previously  unrepresented 
employees  to  gain  recognition  status  in  order  to  avail  themselves  of  the 
option  to  remain  under  8.407. 
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In  a  flurry  of  activity,  the  Mayor's  Employee  Relations 
Division  assigned  hundreds  of  unrepresented  classifications  to  bar- 
gaining units.  This  resulted  in  voluminous  complaints  filed  by  both 
affected  employees  as  well  as  employee  organizations  protesting  the 
bargaining  unit  assignments.  Over  two  hundred  such  protests  were 
submitted  to  the  Commission.  In  cases  where  the  bargaining  unit  was 
not  already  represented  by  an  employee  organization,  election  peti- 
tions were  filed  with  the  Commission. 

The  passage  of  Proposition  B  established  extremely  short 
deadlines  for  completion  of  the  representation  process  which  re- 
quired staff  to  act  as  swiftly  as  possible.  Additional  Commission  staff 
were  temporarily  assigned  to  assist  in  preparing  and  conducting 
elections  for  the  Management,  and  the  Administrative  and  Personnel, 
bargaining  units  which  covered  over  800  employees. 

The  volume  and  complexity  of  work  resulting  from  Propo- 
sition B  will  most  likely  keep  the  unit  quite  active  in  the  months  ahead . 


Payroll  Audit  Unit 


Because  of  the  conversion  of  timerolls  to  computerization  by 
the  Controller's  Payroll  and  Personnel  Services  Division  (PPSD),  the 
Payroll  Audit  Unit  is  concerned  primarily  with  the  establishment  and 
maintenance  of  certain  personnel  records,  and  the  auditing  of  Per- 
sonal Action  Reports  (PARs)  and  Exception  Reports  for  City  depart- 
ments. 

It  is  anticipated  that  all  personnel  record-keeping  will  even- 
tually be  computerized  by  PPSD.  The  Commission  has  convened 
meetings  with  the  Controller's  Office  to  formalize  an  agreement  to 
automate  several  audit  function  and  to  delineate  responsibilities  for 
the  auditing  of  payrolls.  Procedural  automation  will  undoubtedly 
improve  the  efficiency  of  the  unif  s  current  functions. 
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Payroll  Audit  Urtit 
Fiscal  Year  1991-92 


PARs  Audited  40,666 

Exception  Reports  Audited  22,130 

Requisitions  Approved  7,022 

Personnel  Transactions  Recorded 
<i.e,,  appointments,  separations, 
reassignments,  leaves,  suspensions, 
layoffs,  in-lieu  payments)  43,481 


Classification  and  Compensation 
Division  -  Future  Goals 

In  Fiscal  Year  1992-93,  the  goal  of  the  Classification  and 
Compensation  Division  is  continued  movement  toward  a  more 
flexible  civil  service  system  that  allows  City  departments  to  base 
their  organizational  excellence  on  the  attributes  and  diversity  of 
their  employees. 


-  GEOFF  ROTHMAN 
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EQUAL  EMPLOYMENT  OPPORTUNITY 
AND  AFFIRMATIVE  ACTION  DIVISION 


The  Equal  Employment  Opportunity  and  Affirmative  Ac- 
tion Division  administers  equal  employment  and  affirmative  action 
programs  to  ensure  that  all  employees  as  well  as  individuals  applying 
for  employment  are  afforded  equal  opportunity,  and  that  the  work 
force  of  the  City  and  County  of  San  Francisco  is  reflective  of  the 
diversity  of  the  available  labor  market  population. 

In  the  past  year,  the  Division  continued  efforts  designed  to 
increase  the  diversity  of  the  applicant  pool  for  City  employment; 
assisted  departments  in  updating  affirmative  action  plans  and  pro- 
grams; monitored  departmental  progress  in  attaining  goals;  evalu- 
ated hiring  processes;  and  administered  special  programs. 

The  Division  also  ensured  equal  employment  opportunity 
by  investigating  complaints  of  discrimination,  preparing  annual  EEO 
reports,  and  reviewing  examination  plans  and  announcements.  Fi- 
nally, Division  staff  conducted  training  programs  for  managers  and 
supervisors,  and  employees. 


Examination  Announcement  Review 

Before  release,  civil  service  examination  announcements  are 
routinely  reviewed  by  staff  for  compliance  with  equal  employment 
opportunity  guidelines,  thus  ensuring  that  minimum  qualifications, 
and  examination  standards  and  formats,  do  not  negatively  impact 
minority  and  women  applicants.  The  review  of  announcements  also 
assist  in  identifying  specific  recruitment  areas. 

Announcements  are  also  reviewed  to  ensure  compliance 
with  the  Americans  with  Disabilities  Act  of  1990,  particularly  in 
regard  to  notice  of  reasonable  accommodation  provisions  aimed  at 
applicants  with  disabilities. 
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Authorizations  for  Provisional  (Non-Civil  Service) 
Appointments 

The  Division  continues  to  receive  and  review  departmental 
requests  for  permission  to  make  provisional  (non-civil  service)  ap- 
pointments when  there  is  no  available  eligible  list.  For  each  request, 
staff  determines  if  the  vacancy  is  an  approved  requisition;  researches 
availability  of  candidates  from  eligible  lists  or  examination  applicant 
pools;  reviews  the  qualifications  and  any  employment  restrictions  on 
the  candidate  proposed;  and  most  importantly,  analyzes  impact  on 
affirmative  action  standards.  Staff  continues  to  provide  technical 
assistance  to  departments  Citywide  on  the  Oral  Authorization  pro- 
cess. 


Bilingual  Programs 

Activities  in  this  program  area  increased  significantly,  due  to 
the  expanding  multicultural  diversity  in  the  City.  Most  City  depart- 
ments have  identified  the  need  to  provide  services  in  languages  other 
than  English  and  are  therefore  becoming  more  responsive  to  the 
language  needs  of  the  people  they  serve. 

The  employment  of  bilingual  persons  in  public  contact 
positions  ensures  equal  access  and  efficient  delivery  of  City  services. 

The  Division  received  262  requests  from  departments  to  add 
language  requirements  to  specific  positions.  Each  request  was  sub- 
mitted with  supporting  documentation,  which  staff  reviewed  to 
determine  whether  or  not  the  addition  of  a  specific  language  require- 
ment for  the  position  was  justified. 

Staff  also  administered  207  language  examinations  to  indi- 
viduals who  were  selected  for  bilingual  positions  to  assure  a  required 
level  of  proficiency.  Bilingual  proficiency  examinations  were  admin- 
istered in:  American  Sign  (1),  Cantonese  (62),  Japanese  (1),  Mandarin 
(4),  Samoan  (2),  Spanish  (132),  Tagalog  (1)  and  Vietnamese  (4). 
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Disability  Transfer  Program 

In  April  1992,  the  Division  assumed  responsibility  for  the 
Disability  Transfer  Program.  Through  this  program,  an  employee 
who  is  no  longer  able  to  perform  the  essential  functions  of  his  or  her 
job  because  of  a  disability  may  be  transferred  to  a  vacant  position  for 
which  the  employee  is  qualified  and  which  is  within  his  or  her 
capacity  to  perform. 

The  transfer  may  be  made  to  the  same  classification  or  a 
different  classification,  as  long  as  the  salary  schedule  of  the  classifica- 
tion to  which  the  employee  is  being  transferred  is  not  higher  than  the 
salary  schedule  of  the  classification  from  which  the  employee  is  being 
transferred. 

Since  assuming  responsibility  for  the  program,  the  Division 
has  emphasized  improvements  and  enhancements  to  the  administra- 
tion of  the  program  that  promote  equal  employment  opportunity  for 
disabled  employees  and  ensure  conformity  with  the  provisions  of  the 
Americans  with  Disabilities  Act  of  1990  (ADA).  Staff  reviewed 
policies,  procedures  and  practices  relevant  to  the  Disability  Transfer 
Program  as  it  was  administered  previously,  and  proposed  and  imple- 
mented various  changes. 

Although  disability  transfer  is  a  type  of  reasonable  accom- 
modation in  the  context  of  ADA,  the  transfer  of  a  disabled  employee 
under  the  Division's  program  is  considered  only  when  an  accommo- 
dation is  not  possible  in  an  employee's  present  job,  or  when  an 
accommodation  in  an  employee's  present  job  would  cause  an  undue 
hardship.  The  Division  continues  to  actively  work  with  City  depart- 
ments to  explore  the  feasibility  of  providing  reasonable  accommoda- 
tions that  would  allow  an  employee  to  remain  in  his  or  her  present  job 
before  a  disability  transfer  is  arranged. 


Discrimination  Complaints 

The  Division  administers  Civil  Service  Commission  Rule 
1.03(0  which  provides  a  mechanism  for  the  internal  resolution  of 
discrimination  complaints  filed  by  City  employees  and  applicants  for 
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City  employment.  A  total  of  55  discrimination  complaints  were  filed 
in  Fiscal  Year  1991-92  under  Rule  1.03(f). 

Staff  also  handles  discrimination  complaints  filed  with  the 
U.S.  Equal  Employment  Opportunity  Commission  and  the  California 
Department  of  Fair  Employment  and  Housing.  In  Fiscal  Year  1991-92, 
49  EEOC/DFEH  complaints  were  filed  against  the  City  and  County 
of  San  Francisco. 

Departments  citywide  were  offered  and  provided  technical 
assistanceontheinvestigationand  settlement  of  discrimination  charges. 
Additionally,  staff  advised  and  assisted  the  Offices  of  the  Mayor  and 
City  Attorney  in  matters  involving  litigation  and  administrative 
complaints. 


Equal  Employment  Opportunity  Reports 

The  Division  continues  to  generate  and  analyze  work  force 
composition  data  and  Equal  Employment  Opportunity  reports  for 
state  and  federal  reporting,  affirmative  action  plans,  and  in  response 
to  complaints  of  discrimination  in  City  employment.  Reports  are 
prepared  by  classification,  appointment  type,  race  and  ethnicity, 
gender,  department  and  occupa  tiona  1  grouping .  Special  reports  were 
prepared  on  request  by  members  of  the  Board  of  Supervisors,  Offices 
of  the  Mayor  and  City  Attorney,  and  federal  regulatory  bodies. 


Equal  Employment  Opportunity  and  Affirmative  Action 
Training 

During  the  past  fiscal  year,  approximately  850  managers, 
supervisors  and  employees  participated  in  workshops  conducted  by 
the  Division,  covering  topics  such  as  Managing  and  Valuing  a  Diverse 
Work  Force;  Working  in  a  Diverse  Work  Force;  Preventing  Sexual 
Harassment  in  the  Workplace;  Creating  Employment  Opportunities 
for  the  Severely  Disabled;  and  Overview  of  the  Americans  with 
Disabilities  Act. 

The  Division  is  committed  to  providing  ongoing  training  to 
employees,  supervisors  and  managers  to  improve  their  working 
knowledge  of  Equal  Employment  Opportunity  and  Affirmative  Ac- 
tion laws  and  principles.    Additional  training  programs  are  being 


40    

CIVIL  SERVICE  2000  -  Leading  San  Francisco  Forward 


City  and  County  of  San  Francisco 
Annual  Report  Fiscal  Year  1991-92  Civil  Service  Commission 


developed  as  a  proactive  approach  and  to  encourage  managers  to 
maintain  discrimination-free  departments  and  units.  One  of  the 
Division's  priorities  is  to  educate  all  employees  about  respect-on-the- 
job  expectations  and  issues  that  continually  emerge  in  a  rapidly 
changing  work  environment. 


Employment  of  Persons  with  Severe  Disabilities  (Rule  34 
Program) 

A  program  developed  for  the  exempt  employment  of  per- 
sons with  severe  disabilities  was  implemented  in  Fiscal  Year  1986- 
1987  as  Civil  Service  Commission  Rule  34.  According  to  this  Rule,  a 
department  may  choose  to  designate  an  entry-level  position  to  be 
filled  on  a  competitive  basis  by  an  individual  who  meets  the  position's 
qualifications  and  has  a  severe  disability.  The  individual  selected  for 
the  position  is  exempt  from  civil  service  testing,  and  after  one  full  year 
of  satisfactory  performance,  advances  to  regular  permanent  civil 
service  status. 

Because  the  Division  is  responsible  for  Citywide  coordina- 
tion of  the  Rule  34  Program,  staff  maintains  close  contact  with 
organizations  working  with  persons  with  disabilities,  state  and  fed- 
eral agencies,  and  City  departments,  in  order  to  advocate  the  hiring  of 
the  severely  disabled  into  the  City  work  force.  To  increase  awareness 
about  the  Rule  34  Program,  staff  informs  City  departments  about  the 
Rule  34  program  through  regular  presentations.  Staff  also  takes  every 
opportunity  to  encourage  departments  Citywide  to  participate  in  the 
program. 

The  program  is  dependent  on  a  close  working  relationship 
with  both  the  State  Department  of  Rehabilitation  and  the  Veteran's 
Administration,  who  certify  individuals  for  eligibility.  Additionally, 
the  Department  of  Rehabilitation  provides  assistance  in  reasonable 
accommodation,  as  well  as  technical  information  on  specific  disabili- 
ties. Applicants  for  Rule  34  position  vacancies  are  referred  by  over  70 
community-based  agencies  throughout  the  Bay  Area. 

Individuals  who  enter  City  employment  through  the  Rule  34 
Program,  and  their  supervisors,  receive  extensive  orientation  and 
training  from  Division  staff,  in  order  to  ensure  that  both  employee  and 
the  employer  department  have  the  information  and  tools  necessary  to 
build  a  successful  and  productive  work  relationship. 
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The  Rule  34  Program  made  major  strides  during  Fiscal  Year 
1991-92.  Thirty-six  individuals  were  hired  through  the  Rule  34 
Program  and  thirty-six  individuals  transitioned  to  permanent  civil 
service  status.  Since  the  program's  inception,  a  total  of  169  individuals 
and  21  City  departments  have  participated  in  the  Rule  34  Program. 

Due  to  budgetary  constraints  facing  the  City  and  the  State, 
requests  for  filling  positions  under  Rule  34  decreased  in  the  last 
quarter  of  the  past  fiscal  year,  and  budgetary  constraints  may  affect 
program  usage  in  Fiscal  Year  1992-93.  However,  staff  continues  to 
urge  departments  to  participate  in  the  program,  particularly  those 
departments  that  have  not  previously  participated  in  the  program. 

Outreach  and  Recruitment 

The  Division  conducted  affirmative  action  outreach  activi- 
ties to  recruit  minorities  and  women  for  26  Civil  Service  examinations, 
targeting  professional  positions  at  both  the  entry  and  senior  levels, 
e.g.,  Personal  Property  Auditor;  Senior  Personal  Property  Auditor; 
Performance  Auditor;  Purchaser;  Senior  Purchaser;  Probation  Offi- 
cer; Junior  Civil,  Mechanical  and  Electrical  Engineers;  Senior  Accoun- 
tant. Staff  also  continued  recruitment  efforts  to  increase  the  represen- 
tation of  women  and  minorities  in  skilled  trades  and  blue  collar  jobs, 
e.g.,  Plumber;  Automotive  Service  Worker;  Gardener  Assistant  Su- 
pervisor; Stationary  Engineer  Apprentice. 

Staff  also  assisted  departments  in  the  recruitment  and  refer- 
ral of  targeted  candidates  to  fill  vacancies  in  the  absence  of  eligible 
lists,  e.g.,  Management  Assistants,  Administrative  Analysts,  MIS 
professionals. 

Moreover,  special  efforts  were  made  to  train  departmental 
personnel  to  initiate  focused  recruitment  activities,  such  as  placement 
of  advertisements  in  minority  media;  contacting  community  organi- 
zations that  work  with  women  or  minorities;  and  attending  commu- 
nity and  on-campus  job  fairs  that  attract  women  and  minorities. 

In  the  area  of  community  outreach,  staff  attended  and  coor- 
dinated the  Commission's  participation  at  job  fairs  organized  by 
various  sponsors,  such  as  the  University  of  California,  Berkeley;  San 
Francisco  State  University;  Bay  Area  Urban  League;  and  Chinese  for 
Affirmative  Action. 
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Women's  Employment  Program 

The  objective  of  the  Women's  Employment  Program  is  to 
recruit  and  retain  women  in  classifications  where  they  have  been 
traditionally  underrepresented,  such  as  skilled  crafts/ trades  and 
protective  services.  The  program's  Citywide  affirmative  action  goals 
for  women  in  the  skilled  crafts  comply  with  the  Office  of  Federal 
Contract  Compliance  goal  of  6.9%.  This  goal  may  change,  depending 
on  results  of  the  1990  Census.  Presently,  women  comprise  approxi- 
mately 4%  of  the  skilled  craft  work  force. 

Staff  continues  to  conduct  regular  appointment  monitoring 
of  targeted  classifications  for  which  departments  are  reminded  of 
their  affirmative  action  goals,  and  are  encouraged  to  appoint  qualified 
women  eligibles  who  are  within  reach  on  eligible  lists.  In  Fiscal  Year 
1991-92,  first-time  permanent  female  appointments  were  made  in 
classes  7361  Plasterer  and  6334  Chief  Building  Inspector.  Depart- 
ments are  asked  to  submit  written  explanatory  documentation  when 
they  do  not  appoint  targeted  women  eligibles. 

It  is  imperative  that  the  Division  continues  to  work  closely 
with  the  Recruitment  and  Selection  Division  to  discuss  the  content  and 
formats  of  examinations  for  supervisory  skilled  trade  and  other 
targeted  positions,  in  order  to  include  an  awareness  and  sensitivity 
toward  the  growing  number  of  women  who  are  either  in  or  seeking 
work  in  these  nontraditional  occupations. 

Staff  recommends  to  recruitment  and  selection  analysts 
women  professionals  in  these  occupations,  for  their  inclusion  on  job 
analysis  panels  as  job  experts,  or  to  serve  on  oral  board  interview 
panels. 

Additionally,  as  part  of  targeted  recruitment  activity,  staff 
identifies  current  City  employees  willing  to  meet  with  targeted 
applicants,  to  speak  about  their  experiences  on  the  job,  and  to  provide 
support  and  encouragement  throughout  the  selection  process.  This 
type  of  support  and  networking  was  conducted  with  the  examinations 
for  Assistant  Electronic  Maintenance  Technician,  the  Planner  series, 
Automotive  Service  Worker  and  Electrician. 
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Retention  efforts  are  also  given  emphasis  so  that  the  City's 
work  force  of  women  in  nontraditional  jobs  can  achieve  parity.  These 
efforts  are  necessary  due  to  the  unique  experiences  of  women  in  these 
job  fields:  in  general,  they  may  face  not  only  sexual  harassment  in  the 
workplace,  but  also  sex-based  harassment;  they  may  experience 
varying  degrees  of  hostility, 

resentment  and  non-acceptance  from  their  male  co-workers;  and  they 
may  have  supervisors  who  may  be  inexperienced  in  working  with 
women,  and  therefore  the  women  may  receive  insufficient  supervi- 
sory support  and  guidance. 

Also,  due  to  the  small  numbers  of  women  in  this  particular 
workforce,  they  may  face  isolation,  racism,  sexism  and  homophobia. 
As  a  result  of  the  conditions  they  may  often  have  to  deal  with,  many 
women  resign,  retire,  go  out  on  stress  leave  or  develop  problem 
attendance  records  as  a  result.  Staff  addresses  retention  needs  through 
counseling  of  City  employees  by  phone  and  in-person;  and  working 
proactively  with  Departmental  liaisons,  employees  and  supervisors, 
and  Commission  on  the  Status  of  Women  staff,  to  resolve  potential 
problem  situations,  and  identify  and  provide  appropriate  training. 

Staff  continues  to  distribute  a  Newsletter  to  over  1,000 
targeted  employees.  The  publication  publicizes  and  recognizes  women 
employees  who  are  new  to  City  service  or  who  promote  to  other 
classifications,  and  it  also  provides  useful  information  and  resources. 
For  example,  the  March  1992  edition  featured  a  listing  of  prohibited 
or  illegal  interview  questions  that  an  employer  may  not  ask  an 
applicant.  Throughout  Fiscal  Year  1991-92,  staff  received  numerous 
requests  from  non-targeted  women  employees  to  be  added  to  the 
mailing  list. 

Staff  revisited  retention  activities  and  devised  new  strate- 
gies, which  included  providing  an  orientation  packet  to  new  City 
employees  containing  Departmental  and  City  resources;  a  listing  of 
other  women  in  that  classification;  and  copies  of  various  City  policies 
and  ordinances,  such  as  the  Sexual  Harassment  Ordinance  and  the 
racial  slur  policy.  It  was  also  determined  that  a  second  staff  person 
from  the  Division  would  be  assigned  to  the  program  area  for  greater 
effectiveness  and  coverage. 

Oneofthe  major  problems  faced  by  women  in  nontraditional 
jobs  is  sexual  harassment  in  the  workplace,  which  not  only  ad  verselv 
impacts  a  woman's  mental  health  and  well-being,  but  also  her  physi- 
cal safety  due  to  the  presence  of  various  shop  tools,  equipment  and 
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machinery.  Staff  conducted  Sexual  Harassment  training  for  various 
Departments,  and  identified  three  Departments  (Public  Works,  Rec- 
reation and  Parks,  and  Public  Utilities  Commission  -  Municipal 
Railway)  as  the  first  to  receive  specific  sensitivity  training  for  super- 
visors and  employees  in  the  area  of  gender  diversity  in  the  workplace. 
This  type  of  preventive  action  is  expected  to  decrease  the  number  of 
formal  and  informal  complaints  filed  by  women  employees  in 
nontraditional  work  settings. 


Equal  Employment  Opportunity  and 
Affirmative  Action  Division  -  Future  Goals 

The  Equal  Employment  Opportunity  and  Affirmative  Ac- 
tion Division  believes  that  the  Commission's  continued  leadership  in 
formulating  a  vision  for  the  future  on  the  basis  of  understanding, 
valuing  and  managing  diversity,  will  attract  and  maintain  a  highly 
talented  and  motivated  workforce. 


EVELYN  HOGAN-JACKSON 
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MANAGEMENT  AND  EMPLOYEE 
DEVELOPMENT  DIVISION 


During  Fiscal  Year  1991-92,  the  Management  and  Employee 
Development  Division's  emphasis  was  on  performance  management. 
In  partnership  with  departments  throughout  the  City,  the  Division's 
staff: 

•  Trained  more  than  2600  participants  in  coaching, 
communication,  appraisal,  problem  solving  and  pro- 
gressive discipline  skills,  at  a  75%  increase  over  last 
year's  service  level); 

•  Designed  a  new  Managerial  Performance  Appraisal 
System; 

•  Launched  three  new  training  programs; 

•  Conducted  Executive  Retreats,  Problem-Solving, 
Teambuilding  and  Strategic  Planning  Sessions; 

•  Initiated  Total  Quality  Management  to  City  depart- 
ments. 


Program  Design 

The  new  Managerial  Performance  Appraisal  System  was 
designed  with  the  input  of  personnel  staff  and  line  managers  from 
many  departments.  The  new  evaluation  form  defines  key  competen- 
cies for  managers  and  supervisors,  and  Accountability  is  built-in. 
That  is,  to  obtain  a  good  rating,  a  manager  being  evaluated  in  this  new 
system  must  have  completed  performance  appraisals  on  all  direct 
reports  (subordinates)  on  time.  The  system  links  each  person's  goals 
with  the  overall  goal  of  the  department,  and  increases  employee 
involvement  in  the  goal-setting  process.  Once  the  new  managerial 
program  is  well-established,  a  new  form  for  non-supervisory  employ- 
ees will  be  developed. 
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The  Division  introduced  a  major  new  program,  Managing 
Problem  Performance,  to  assist  in  preparing  Department  of  Public 
Health  managers  and  supervisors  for  potential  binding  arbitration.  It 
will  be  offered  Citywide  as  a  follow-up  to  the  program  Supervisor  As 
Coach.  The  Division  has  also  developed  a  series  of  personal  effective- 
ness programs  for  managers  and  supervisors,  including:  Making 
Meetings  Work;  Speak  Easy,  an  effective  presentation  skills  work- 
shop; Technical  and  Report  Writing;  and  Stress  Management.  All  of 
these  programs  will  be  available  by  request  on  an  ongoing  basis. 

In  recognition  of  the  growing  demand  for  training  and 
development  for  non-supervisory  employees,  the  Division  will  ex- 
pand the  program  Voices  and  Choices  to  more  departments.  New 
programs  such  as  Dealing  with  the  Public  and  English  as  a  Second 
Language  (accent  improvement  and  language  comprehension)  are 
also  in  the  planning  stages. 


Program  Performance 

For  the  second  straight  year,  the  Division  has  significantly 
increased  its  delivery  of  training  programs: 

Program  Performance 

Fiscal  Year       Fiscal  Year  Fiscal  Year 

1989  -  1990       1990  - 1991  1991  - 1992 

Number  of  Workshop*  65  89  174 


Executive/Mid-Level  Manager 
Participants 

127 

590 

342 

First  Line  Manager  Participants 

820 

868 

1,919 

Employee  Participants 

347 

TOTAL  PARTICIPANTS 

947 

1,458 

2,608 

Supervisor  as  Coach  has  now  been  completed  by  1,950 
executives,  managers  and  supervisors  since  the  program  began  in  the 
Spring  of  1991. 
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A  total  of  464  executives,  managers  and  supervisors  in  the 
Department  of  Public  Health  attended  a  presentation  on  Principles  of 
Tust  Cause.  To  date,  261  have  also  attended  the  companion  workshop, 
Managing  Problem  Performance. 

Several  departments  have  participated  in  Performance  Ap- 
praisal training  this  year.  A  total  of  387  managers  and  supervisors 
received  this  training. 

The  communication  and  career  planning  skills  program  for 
employees,  Voices  and  Choices,  has  been  completed  by  285  partici- 
pants to  date.  Most  of  the  participants  were  from  the  Department  of 
Public  Works.  At  the  request  of  senior  management  from  the  Depart- 
ment of  Public  Works,  the  Division  developed  a  special  program, 
Managing  Your  Retirement,  for  employees  taking  early  retirement 
under  Proposition  A.  The  program  attracted  45  participants. 


Organizational  Development 

The  Division  continues  to  offer  consulting  services  to  depart- 
ments, to  help  build  their  organizational  effectiveness.  Through 
executive  retreats  and  strategic  planning  sessions,  staff  assists  depart- 
ments in  setting  goals,  strengthening  teamwork  and  improving  com- 
munications. Group  problem-solving  workshops  help  pave  the  way 
to  employee  involvement,  a  key  element  of  Total  Quality  Manage- 
ment. 


Tuition  Reimbursement 

During  Fiscal  Year  1991-92,  387  employees  qualified  for 
tuition  reimbursement  under  the  provisions  of  Civil  Service  Commis- 
sion Rule  28  -  Employee  Training  Reimbursement.  Because  of  heavy 
demand,  all  of  the  available  tuition  reimbursement  funds  were  de- 
pleted by  February  1992.  The  funds  paid  for  job-related,  accredited 
training  that  developed  employees  for  continued  performance  in  their 
current  jobs  or  helped  qualify  them  for  advancement. 

The  Division  also  administers  the  20/20  Work-Training 
Program,  which  entitles  permanent  employees  to  be  assigned  with 
pay,  not  to  exceed  twenty  hours  in  one  week,  to  attend  classes  during 
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Program,  which  entitles  permanent  employees  to  be  assigned  with 
pay,  not  to  exceed  twenty  hours  in  one  week,  to  attend  classes  during 
regular  working  hours  in  various  educational  institutions.  The 
program  is  yet  another  opportunity  for  employees  to  receive  career 
development  during  City  service. 


Management  and  Employee 
Development  Division  -  Future  Goals 

The  goals  of  the  Division  in  Fiscal  Year  1992093  are  to 
implement  the  management  performance  appraisal  system;  develop 
and  implement  revised  performance  appraisal  system  for  other  em- 
ployees; implement  Managing  a  Diverse  Work  Force  training;  and 
develop  and  implement  The  Public  as  Customer  for  all  employees  in 
public  contact  positions. 

The  Division  continues  to  work  vigorously  to  instill  and 
encourage  guiding  conventions  that  positively  and  innovatively  trans- 
form the  way  in  which  City  employees  work  with  one  another. 


ANNE  GODFREY 
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RECRUITMENT  AND  SELECTION 
DIVISION 

The  Recruitment  and  Selection  Division  is  responsible  for  the 
development  and  administration  of  employee  selection  programs  for 
virtually  all  City  job  classifications.  These  programs  are  administered 
under  extensive  and  complex  professional  and  legal  standards  which 
govern  the  technical  aspects  of  employee  testing;  as  well  as  principles 
of  the  merit  system  process  and  equal  employment  opportunity. 

Overview 

The  development  of  selection  procedures  begins  with  a 
thorough  job  analysis,  which  involves  surveying  workers  and  their 
supervisors,  and  observing  them  perform  their  job  duties.  This 
process  is  supplemented  with  numerous  meetings  with  subject  matter 
experts.  The  purpose  of  these  activities  is  to  obtain  a  clear  and  well- 
documented  picture  of  the  duties  of  each  job  classification,  and  to 
identify  the  types  and  levels  of  knowledge,  skills  and  abilities  neces- 
sary to  successfully  perform  those  duties. 

After  completion  of  the  job  analysis,  an  examination  plan  is 
developed  with  the  objective  of  designing  the  most  practical  and 
effective  method  of  testing  candidates.  Examination  plans  identify 
the  type  of  test  instruments  to  be  used,  and  describe  the  relationships 
between  test  content,  rating  guidelines  and  job  duties.  Development 
of  the  examination  plan  is  a  critical  step  in  ensuring  that  the  test 
instruments  are  job-related  and  valid. 

When  the  examination  plan  is  completed,  an  examination 
announcement  is  issued  which  primarily  describes  the  duties  of  the 
job  classification,  the  minimum  qualifications,  and  the  type  and  value 
of  each  test.  Applications  which  have  been  received  from  interested 
individuals  are  reviewed  to  ensure  that  only  qualified  applicants 
proceed  to  the  testing  process. 

The  testing  process  commences  once  the  screening  of  appli- 
cations is  completed.  A  variety  of  tests  formats  maybeused,  including 
multiple  choice  tests,  written  exercises,  oral  interviews,  performance 
tests,  physical  agility  tests  and  assessment  center  exercises.  The 
specific  format  and  combination  of  tests  used  are  predicated  on  the 
requirement  to  representatively  sample  the  important  aspects  of  the 
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particular  job  classification,  while  taking  into  consideration  issues 
related  to  economy,  practicality,  and  fairness. 

Upon  completion  of  testing,  an  eligible  list  is  published 
which  contains  the  names  of  all  candidates  who  successfully  com- 
pleted all  stages  of  the  process.  The  candidates  are  listed  in  rank  order 
according  to  their  total  test  scores  which  may  include  additional 
points  they  may  have  earned  for  seniority,  job  performance  and /or 
prior  military  service.  In  most  cases,  the  work  of  the  Division  is 
completed  once  an  eligible  list  has  been  adopted. 

Program  Description 

Over  a  period  of  years,  the  Commission  has  entered  into 
Memoranda  of  Understanding  with  various  operating  departments 
for  the  purpose  of  establishing  decentralized  Civil  Service  units. 
These  units,  in  turn,  maintain  recruitment  and  selection  programs  for 
job  classifications  which  are  specific  to  the  operating  department.  For 
example,  the  Department  of  Public  Health  Decentralized  Recruitment 
and  Selection  Unit  develops  and  administers  examinations  for  Li- 
censed Vocational  Nurses,  Registered  Nurses,  Radiological  Techni- 
cians, etc. 

The  Division  is  responsible  for  administering  employee 
selection  programs  for  more  than  1,100  job  classifications  involving 
over  17,000  positions.  The  decentralized  units  administer  selection 
programs  for  approximately  330  job  classifications  encompassing 
10,000  positions.  These  include  the  Police  Department  Consent 
Decree  Examination  Unit  and  the  Fire  Services  Examination  Unit, 
both  of  which  operate  under  the  terms  of  Consent  Decree  settlements 
approved  by  the  United  States  District  Court. 

With  the  exception  of  the  Fire  Department  and  Police  De- 
partment Consent  Decree  examination  units,  the  administration  of 
selection  programs  by  decentralized  examination  units  must  comport 
to  prevailing  Civil  Service  Commission  Rules,  policies  and  practices, 
and  the  resulting  work  products  are  subject  to  the  review  and  final 
approval  of  the  Civil  Service  Commission. 

The  responsibility  for  oversight  and  monitoring  of  the  selec- 
tion programs  administered  by  the  decentralized  examination  units  is 
delegated  to  the  Division  Manager,  Civil  Service  Commission  Recruit- 
ment and  Selection. 
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Program  Highlights  and  Performance 

Fiscal  Year  1991-92  marked  the  second  year  of  implementa- 
tion of  the  Management  Action  Plan,  a  five-year  plan  intended  to 
eliminate  the  backlog  of  examinations  by  adopting  state-of-the-art 
methodologies;  streamlining  policies,  procedures  and  practices;  in- 
creasing the  utilization  of  computer-based  applications;  and  enhanc- 
ing staff  competencies  and  capabilities.  The  Division  has  undertaken 
or  completed  the  following  projects: 

•  Developed  departmental  needs  survey  regarding  selec- 
tion program-related  issues  and  administered  the  survey 
to  departmental  appointing  officers,  senior  managers  and 
personnel  officers.  The  findings  of  the  survey  will  be 
discussed  later  in  this  report. 

•  Developed  a  user's  manual  for  the  computer-based  Appli- 
cant Tracking  System,  and  delivered  training  to  all  Divi- 
sion and  decentralized  unit  staff. 

•  Surveyed  users  of  the  Applicant  Tracking,  and  Examina- 
tion Scoring  and  Analysis  Systems,  and  developed  speci- 
fications for  systems  upgrades  and  enhancements. 

•  Trained  additional  staff  in  the  use  of  the  computer-based 
Examination  Scoring  and  Analysis  System  to  establish 
broader  availability  of  technical  assistance  to  Division  and 
decentralized  unit  personnel. 

•  Completed  the  research  phase  and  drafted  95%  of  the  Job 
Analysis  Procedures  Manual  documenting  the  methodol- 
ogy which  will  be  adopted  as  a  Citywide  standard  to 
replace  the  current  job  analysis  approach.  The  new  job 
analysis  procedure  will  fully  comport  to  prevailing  pro- 
fessional and  legal  standards,  as  well  as  the  recently 
enacted  Americans  with  Disabilities  Act. 

•  Completed  the  research  phase  and  began  development  of 
technical  guidelines  on  the  use  of  behaviorally-anchored 
rating  scales. 

•  Developed  technical  guidelines  on  use  of,  and  imple- 


52 


CIVIL  SERVICE  2000  -    1  ending  San  Francisco  lonenrd 


City  and  County  of  San  Francisco 
Annual  Report  Fiscal  Year  1991-92  Civil  Service  Commission 


merited,  a  psychometric  procedure  known  as  standard 
scoring,  or  standardization  to  address  problems  associ- 
ated with  the  process  of  interpreting  and  combining  test 
scores. 

Pilot-tested  proposed  job  analysis  methodology  and  be- 
haviorally-anchored  rating  scales  in  selected  job  classifi- 
cations. 

The  Engineering  Exam  Team  developed  a  recruitment 
video,  "Engineers  for  Tomorrow,"  which  was  used  to 
conduct  targeted  recruitment  of  civil,  electrical  and  me- 
chanic engineering  students  expected  to  graduate  during 
the  current  year.  The  video  featured  seven  women  and/ 
or  minority  Assistant  Engineers  representing  three  engi- 
neering disciplines  and  focused  on  their  work  with  the 
City.  The  video  also  acknowledged  the  volume  and 
diversity  of  City-sponsored  engineering  projects. 

The  video  was  endorsed  enthusiastically  by  employees, 
managers  and  the  employee  organizations.  Recruitment 
was  conducted  on  campuses  such  as  San  Francisco  State, 
San  Jose  State,  University  of  California  at  Berkeley  and 
University  of  California  at  Davis.  These  events  attracted 
significant  numbers  of  women  and  minority  candidates 
for  City  engineering  jobs. 

Testing  was  conducted  at  Civil  Service  facilities  as  well  as 
on-campus  sites  to  enhance  the  retention  of  quality  candi- 
dates. In  total,  700  candidates  were  tested,  resulting  in 
seven  eligible  lists  at  the  junior  and  assistant  engineering 
classification  series. 

Developed  and  implemented  policies  and  procedures  for 
providing  reasonable  accommodation  in  the  examination 
process  to  qualified  individuals  with  disabilities  as  re- 
quired by  the  Americans  with  Disabilities  Act. 

Provided,  and  will  continue  to  provide  until  project  comple- 
tion, technical  direction  and  staff  support  in  conducting  a 
job  analysis  of  the  stationary  engineer  job  classification  to 
establish  physical  requirements  and  medical  standards 
consistent  with  Cal-OSHA  and  Americans  with  Disabili- 
ties Act  mandates.  This  model  program  will  also  be  useful 
inevitably  in  reducing  Workers'  Compensation  costs. 

53 

CIVIL  SERVICE  2000  -  Leading  San  Francisco  Forward 


City  and  County  of  San  Francisco 

Civil  Service  Commission  Annual  Report  Fiscal  Year  1991-92 


The  project  is  coordinated  by  the  Office  of  the  Mayor's 
Employee  Relations  Division,  and  is  a  pilot  project  to 
ascertain  the  appropriate  methodology  and  extent  of  sys- 
temic change  necessary  to  implement  a  program  to  estab- 
lish physical  requirements  and  medical  standards  for  all 
municipal  job  classifications. 


For  Fiscal  Year  1991-92,  as  compared  to  Fiscal  Years  1989-90 
and  1990-91,  the  number  of  eligible  lists  adopted  and  number  of 
eligibles  on  the  lists  produced  by  each  of  the  selection  programs  are 
as  follows: 


Recruitment  &  Selection  Program 
Performance  Summary  By  Unit 


FY  1989-90 

FY  1990-91 

FY  1991-92 

Unit 

Lists 

Eligibles 

Lists 

Eligibles 

Lists 

Eligibles 

AIRPORT 

10 

116 

21 

150 

14 

465 

CSC 

182 

6,041 

184 

5,234 

210 

5,984 

PUC 

22 

454 

18 

473 

12 

1,098 

RETIREMENT 

5 

41 

1 

7 

0 

0 

DSS 

11 

979 

8 

356 

12 

757 

DPH 

136 

L418 

106 

913 

103 

1,170 

FIRE 

1 

83 

2 

123 

2 

224 

POLICE 

1 

320 

0 

0 

3 

L108 

TOTAL 

368 

9,452 

340 

7,256 

356 

10,806 

On  a  Citywide  basis,  program  productivity  increased  slightly 
in  terms  of  the  absolute  number  of  lists  adopted,  but  increased 
significantly  in  terms  of  the  number  of  eligibles  on  those  lists  for  Fiscal 
Year  1991-92  as  compared  to  Fiscal  Year  1990-91. 

The  Division  produced  210  eligible  lists  during  Fiscal  Year 
1991-92  compared  to  184  lists  for  the  previous  fiscal  year.  This  was 
accomplished  despite  the  fact  that  one  full  time  employee  position 
was  vacant  for  six  months  as  a  result  of  transfer  to  another  unit,  two 
full  time  employee  positions  were  vacant  for  four  months  due  to 
promotions  to  other  departments  and  six  additional  full  time  employ- 
ees were  on  loan  to  the  Layoff  Processing  Team  beginning  in  May 
1992. 
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Of  the  total  356  eligible  lists  adopted  during  Fiscal  Year  1 991- 
92, 32%  (115)  were  for  job  classifications  with  five  or  fewer  budgeted 
positions;  24%  (83/341 )  of  the  eligible  lists  adopted  during  Fiscal  Year 
1990-91  fell  into  this  category.  Of  the  210  eligible  lists  produced  by  the 
Division,  42%  (89)  involved  classifications  with  five  or  fewer  bud- 
geted positions  compared  to  30%  (55/184)  for  the  previous  fiscal  year. 
Of  the  146  eligible  lists  produced  by  the  decentralized  units,  18%  (26) 
involved  classifications  with  five  or  fewer  budgeted  positions. 

This  trend  indicates  that  the  Division  is  beginning  to  impact 
the  examinations  backlog  at  the  higher  level  job  classifications.  Fur- 
thermore, it  reflects  the  Commission's  policy  directive  that  the  Divi- 
sion be  responsible  for  the  development  of  selection  procedures  for 
the  bulk  of  promotive  and  management -level  job  classifications,  while 
the  decentralized  units  retain  responsibility  for  the  entry-level  and 
technical  classifications  specific  to  the  operations  of  their  respective 
departments. 

A  sampling  of  the  classifications  for  which  the  Division 
produced  eligible  lists:  Deputy  Director  for  Mental  Health  Programs; 
Deputy  General  Manager,  Retirement  System;  Assistant  Superinten- 
dent, Building  Inspection  Administration;  Computer  Operator;  Deputy 
Zoning  Administrator;  Market  Research  Specialist,  Port;  Captain,  Fire 
Department;  Police  Officer;  Child  Welfare  Worker;  Airfield  Safety 
Officer  and  Rehabilitation  Coordinator. 

Program  Issues  and  Projected  Activities 

The  results  of  the  survey  administered  to  departments 
Citywide  revealed  the  following  "wish  list"  as  expressed  by  appoint- 
ing officers  and  their  chief  personnel  administrators: 

•  Greater  degree  of  participation  by  department  representa- 
tives in  the  job  analysis  and  examination  development 
process  for  those  job  classifications  which  are  generic  to 
the  majority  of  City  departments.  COMMENT:  The 
"new"  job  analysis  method  will  compel  greater  involve- 
ment in  the  job  analysis  and  examination  development 
process.  Consequently,  this  concern  will  be  addressed  in 
the  near  future. 

•  Inclusion  of  departmental  representatives  to  act  as  raters 
on  oral  examination  panels  for  promotional  job  classifica- 


55 

CIVIL  SERVICE  2000  -  Leading  San  Francisco  Forward 


City  and  Count}/  of  San  Francisco 

Civil  Service  Commission  Annual  Report  Fiscal  Year  1991-92 


tions.  COMMENT:  The  Division  endorses  this  approach, 
given  sufficient  safeguards  to  ensure  fairness  to  all  candi- 
dates. This  is  a  policy  decision  which  requires  the 
Commission's  approval. 

•  More  comprehensive  recruitment  for  all  classifications. 
COMMENT:  While  targeted  recruitment  of 
underrepresented  and  protected  class  groups  has  been 
successfully  conducted  by  the  Equal  Employment  Oppor- 
tunity and  Affirmative  Action  Division,  comprehensive 
recruitment  has  been  limited  to  a  small  number  of  classes, 
due  top  lack  of  resources.  The  Fiscal  Year  1991-92  budget 
appropriated  less  than  $10,000  for  recruitment.  Ironically, 
the  Grand  Jury  Report  of  1960  noted  that  the  $10,000 
designated  for  recruitment  activity  at  that  time  was  wholly 
insufficient. 

Despite  the  lack  of  adequate  finding,  a  number  of  success- 
ful and  comprehensive  general  recruitment  programs 
were  completed  over  the  past  year  (e.g.,  engineering), 
funded  fully  or  partially  by  the  operating  departments. 
Future  recruitments  efforts  will  continue  to  rely  on  similar 
collaborative  efforts  and  the  sharing  of  resources. 

•  Shortening  of  eligible  list  durations.  COMMENT:  This  is 
possible  due  to  the  approval  of  the  Charter  amendments 
by  the  electorate  in  November  1991.  Proposed  Civil 
Service  Rules  are  being  crafted  to  implement  lists  of 
reduced  duration,  and  will  be  subject  to  Commission 
approval  and  meet-and-confer  with  employee  organiza- 
tions. 

•  More  flexible  certification  rules.  COMMENT:  Proposed 
rules  are  being  crafted  to  establish  such  rules,  and  will  be 
subject  to  Commission  approval  and  meet-and-confer 
with  employee  organizations. 

The  departments  expressed  anxiety  regarding  the  impact  of 
the  passage  of  Proposition  A,  which  authorized  early  retirement,  and 
causing  some  departments  to  experience  a  considerable  number  of 
early  departures  in  key  positions.  In  response,  the  Division  adjusted 
its  schedule  of  examinations  to  develop  selection  procedures  and 
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establish  eligible  lists  for  job  classifications  which  were  designated  as 
critical  to  the  delivery  of  vital  City  services  and  thus  were  approved 
for  refill  by  the  Proposition  A  Review  Committee. 

As  this  report  is  being  written,  there  are  303  job  classifications 
for  which  there  are  no  current  eligible  lists,  but  for  which  there  are 
budgeted  positions  that  are  either  filled  by  provisional  employees  or 
are  vacant  with  the  expectation  of  being  filled  fairly  soon.  Examina- 
tions are  in  progress  for  144  (48%)  of  the  303  classes;  the  Division  is 
responsible  for  112  (78%)  of  the  144  examinations  in  progress.  Of  the 
159  classes  for  which  examinations  are  not  in  progress,  96  (60%)  would 
be  assigned  to  the  Division  and  the  remaining  63  to  the  decentralized 
units. 

The  total  examination  backlog  is  estimated  to  be  approxi- 
mately 385  to  425  classifications,  given  the  anticipated  expiration  and 
exhaustion  of  current  eligible  lists,  and  the  need  for  lists  as  a  result  of 
adoption  of  the  data  processing  classification  study  recommendations 
and  other  classification  actions. 

The  Division  realized  a  loss  of  five  Personnel  Analyst  posi- 
tions for  Fiscal  Year  1992-93,  although  two  of  the  positions  will  be 
replaced  by  work-order  funds  from  the  Airport.  However,  given  the 
severity  of  the  mandatory  budget  savings,  it  is  possible  that  the 
Division  will  suffer  additional  loss  of  from  three  to  five  positions. 

During  Fiscal  Year  1 991  -92,  the  Division  was  budgeted  35  full- 
time  personnel  analysts,  and  is  being  reduced  to  33  analysts  with  the 
possibility  of  being  reduced  to  as  a  minimum  of  28  analysts.  One  exam 
analyst  is  able  to  produce  between  seven  to  ten  lists  in  any  given 
twelve-month  period  depending  on  the  level  of  complexity  involved 
in  developing  the  selection  procedures  and  in  administering  the 
examination,  which  varies  among  the  different  job  classifications.  A 
reduction  of  seven  analysts  represents  the  potential  for  producing  49 
to  70  fewer  eligible  lists  during  the  next  fiscal  year.  As  a  result,  the 
examination  backlog,  which  has  been  gradually  reduced  during  the 
past  two  years,  may  begin  to  increase,  but  the  Division  will  do 
everything  possible  to  prevent  such  an  increase  in  the  backlog  from 
occurring. 
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Recruitment  and  Selection 
Division  -  Future  Goals 

Given  the  forecast  that  current  economic  conditions  will  not 
be  mitigated  in  the  short  term,  there  is  every  reason  to  expect  that  all 
City  departments  will  have  to  do  more  with  less.  By  definition,  this 
will  require  a  drastically  different  business  approach  which  means  the 
streamling  and  development  of  new  strategies  and  processes  to  not 
only  maintain  productivity  but  to  eliminate  the  examination  backlog. 

With  the  passage  of  the  Charter  amendments,  the  Commis- 
sion has  been  provided  the  opportunity  to  make  the  necessary  policy 
changes  which  will  allow  for  conducting  business  with  the  economy 
and  efficiency  demanded  by  the  times.  Staff  must  be  adaptable  and 
creative  in  shaping  the  procedures  and  practices  to  allow  this  to  occur. 
The  Division  continues  to  put  into  place  many  components  of  the 
technical  platform  upon  which  the  Commission's  ability  to  provide 
more  responsive  services  will  be  built. 


RAY  WONG 


58 


CIVIL  SERVICE  2000  -   Leading  San  Francisco  Fonr,ird 


City  and  County  of  San  Francisco 
Annual  Report  Fiscal  Year  1991-92  Civil  Service  Commission 


AIRPORTS  COMMISSION 
DECENTRALIZED  PERSONNEL  UNIT 


The  Airports  Commission  Decentralized  Personnel  Unit  has 
worked  closely  with  various  Airport  sections  this  past  fiscal  year  to 
design  and  improve  hiring  programs  that  ensure  the  quality  of 
staffing.  One  of  the  priorities  of  the  unit  has  been  to  administer  merit 
system  examinations  for  Airport  classifications  before  a  provisional 
appointment  is  made.  This  business  philosophy  has  the  endorsement 
of  Airports  Commission  executives  and  managers. 

During  Fiscal  Year  1991-92,  fourteen  examinations  were  ad- 
ministered and  approximately  thirteen  positions  were  classified. 
Staff  also  developed  selection  procedures  for  a  new  classification, 
Class  9209  Airport  Police  Service  Aide,  which  provides  the  Airport 
Police  Bureau  back-up  at  a  higher  level  than  in  previous  years. 

In  the  area  of  recruitment,  the  unit  was  quite  successful  in 
recruiting  and  hiring  a  large  number  of  women  in  nontraditional  jobs, 
and  recruiting  minority  candidates  for  professional  level  positions. 
The  Airports  Commission  believes  firmly  that  the  future  solidity  and 
success  of  the  San  Francisco  International  Airport  is  based  on  the 
quality  and  diversity  of  its  workforce. 


SANDY  DELL'AGOSTTNO 
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FIRE  SERVICES  EXAMINATION  UNIT 


The  Fire  Services  Examination  Unit  develops  and  administers 
selection  procedures  for  all  uniformed  Fire  Department  classifications 
identified  by  a  1988  Consent  Decree.  The  unit  continues  to  administer 
a  rigorous  schedule  of  examinations  that  are  monitored  at  all  stages 
and  mandated  by  all  Consent  Decree  parties  and  the  Federal  Court. 

The  selection  procedures  recommended  and  implemented  by 
the  unit  guarantees  that  the  Fire  department  exceeds  the  hiring  goals 
established  by  legal  mandate. 

The  unit  conducts  a  very  detailed  job  analysis  in  conjunction 
with  psychometric  experts,  then  evaluates  results  to  develop  selection 
procedures  that  encompass  innovative  and  state-of-the-art  techniques 
and  simulations  that  measure  the  most  critical  knowledges,  skills  and 
abilities. 

Over  the  past  year,  the  unit  administered  one  entry  level 
examination  for  Class  H-2  Firefighter,  and  two  promotionals,  H-20 
Lieutenant  and  H-30  Captain. 

For  the  entry  level  examination,  a  total  of  7,281  applications 
were  accepted  during  a  3-day  filing  period,  of  which  4,432  applicants 
participated  in  a  Written  and  Verbal  Comprehension  Test  that  was 
administered  at  Moscone  Center  over  a  2-day  period.  The  test  was 
administered  in  a  video  format  which  required  the  simultaneous  use 
of  six  large  front-projection  screens  and  an  elaborate  sound  system. 

For  promotional  examinations,  the  unit  continues  to  design 
test  components  that  simulate  job  duties.  For  example,  the  H-30 
Captain  examination,  which  consisted  of  five  test  components  admin- 
istered to  103  candidates,  featured  a  Fire  Scene  Simulation  and  First 
Aid  Exercise  that  was  presented  to  candidates  in  individual  test  rooms 
by  videotape,  in  order  to  determine  a  candidate's  ability  to  direct  a  fire 
crew  responding  to  an  emergency. 

The  candidates  watched  the  videotape  as  if  they  were  at  an 
actual  fire  scene  and  dictated  their  actions  in  the  context  of  progres- 
sively developing  situations  shown  on  screen. 
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Uniformed  fire  officers  from  departments  outside  Northern 
California  later  convened  in  a  high  security  setting  to  evaluate  the 
audiotaped  responses  and  assign  ratings  to  candidates. 

Additionally,  the  unit  completed  two  administrations  of  the 
H-2  Firefighter  Physical  Ability  Test  to  over  200  eligibles,  resulting 
this  year  in  the  hiring  of  102  men  and  women  into  the  uniformed 
ranks. 

Finally,  the  unit  continues  to  advise  Fire  Department  manage- 
ment on  Consent  Decree  requirements  and  Civil  Service  Commission 
Rules;  audit  staff  reports  of  H-2  background  investigations;  coordi- 
nate medical  re-evaluations  of  H-2  candidates;  assist  whenever  pos- 
sible in  recruitment  and  retention  efforts;  and  provide  the  general 
public  with  selection-related  information. 

By  its  exacting  attention  to  detail  and  quality  control,  and 
emphasis  on  intensive  staff  involvement  and  training,  the  unit  plays 
a  vital  role  in  departmental  operations,  and  remains  at  the  core  of 
tremendous  activity  and  dynamic  change. 


-  ALAN  K.  WONG 
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POLICE  DEPARTMENT  CONSENT 
DECREE  DIVISION 


The  Consent  Decree  Division  was  created  by  order  of  the 
United  States  District  Court  in  October  1979  and  is  responsible  for 
execution  of  the  City's  obligations  resulting  from  the  settlement  of  the 
litigation,  Officers  for  Justice,  et  al.  vs.  City  and  County  of  San 
Francisco,  et  al. 

The  overall  goal  of  the  Consent  Decree  is  to  integrate  the  Police 
Department  at  all  ranks  so  that  it  more  accurately  reflects  the  diversity 
of  the  City  it  serves.  The  Consent  Decree  Division  operates  under  the 
direction  of  a  coordinator,  and  its  activities  are  subject  to  the  review 
and  approval  of  a  court-appointed  Auditor /Monitor  and  representa- 
tives of  the  litigants. 

Now  in  its  thirteenth  year,  the  Division's  accomplishments 
have  resulted  in  the  hiring  of  1,396  recruit  police  officers.  Under 
Consent  Decree  programs,  the  Department's  minority  representation 
more  than  doubled  from  14.21%  (226)  in  1979  to  31.2%  (556)  in  June 
1992,  and  the  Department's  representation  of  women  has  more  than 
tripled,  increasing  from  4.2%  (67)  in  1979  to  11 .85%  (215)  in  June  1992. 

The  Division  is  responsible  for  the  recruitment  of  entry-level 
police  officer  applicants,  and  the  development  and  administration  of 
examinations  for  all  sworn  classifications.  Utilizing  sworn  officers, 
the  Division  conducts  continuous,  long-term  targeted  recruitment 
through  advertising,  school  and  job  fair  activities,  and  brochure 
distribution,  to  attract  qualified  applicants  to  the  Police  Depart- 
ment. 

In  addition,  the  Division  recruits  at  major  community  events 
to  outreach  to  the  diverse  populations  of  the  City.  The  focused 
recruitment  campaign  is  designed  to  achieve  the  recruitment  goals 
enumerated  in  the  December  30, 1981  court  order  of  30%  women  and 
60%  minority  representation. 

In  preparation  for  a  recent  administration  of  the  Police  Officer 
examination,  the  Division  conducted  a  major  revision  and  enhance- 
ment of  the  oral  components  of  the  examination.  Fourteen  sworn 
officers,  representing  a  vast  array  of  law  enforcement  experience, 
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worked  in  conjunction  with  the  Division  to  formulate  new  oral 
scenarios.  Existing  scenarios  were  revised  to  ensure  conformity  and 
consistency  with  the  new  scenarios  and  to  create  a  valid  and  job- 
related  examination. 

To  maintain  the  interest  and  enhance  the  readiness  of  the 
individuals  recruited  from  the  many  communities  within  San  Fran- 
cisco, the  Division  conducts  extensive  pre-examination  training  prior 
to  the  administration  of  each  of  the  examination  components.  Addi- 
tionally, the  Division  provides  group  orientations  to  help  candidates 
successfully  complete  the  background  and  medical  processing  com- 
ponents of  the  selection  process. 

Candidates  successful  in  the  Police  Officer  examination  pro- 
cess conducted  during  the  past  fiscal  year  were  placed  on  the  E-103 
eligible  list.  That  eligible  list  was  adopted  on  January  30, 1992.  Of  the 
358  eligibles,  1 81  (50.56%)  were  racial  minorities  and  85  (23.74%)  were 
women. 

One  Academy  class  was  filled  this  year.  Of  40  hires,  26 
(65.00%)  represented  racial  minorities  and  7  (17.50%)  were  female. 
Continuing  in  its  role  of  fostering  a  climate  of  success  for  women  and 
minorities  entering  the  Police  Department,  the  Division  works  with 
Police  Academy  staff  to  identify  and  then  assist  individuals  in  need  of 
special  academic  assistance. 

This  year,  the  Division  posted  and  adopted  two  promotional 
eligible  lists.  With  the  60  appointments  that  were  made  as  a  result  of 
the  Q-35,  Assistant  Inspector  examination  process,  the  promotional 
obligation  set  forth  in  the  Consent  Decree  for  that  rank  was  fulfilled. 

To  further  advance  the  court-mandated  goal  of  integration, 
the  Division  assisted  the  Police  Department  as  it  instituted  a  banding 
selection  method  for  a  portion  of  the  appointments  made  as  a  result  of 
the  Q-50,  Sergeant  examination  process.  The  banding  process  re- 
sulted in  the  selection  of  7  minorities  and  3  females  from  the  15 
banding  appointments  made.  With  a  total  of  115  appointments  made 
from  the  new  Q-50  eligible  list,  the  largest  minority  and  female 
representation  in  the  Department's  history  has  been  achieved  at  the 
rank  of  Sergeant.  Minorities  now  hold  48  (24.37%)  of  the  Sergeant 
positions  while  women  now  hold  8  (4.06%)  of  the  Sergeant  positions. 

The  Division  is  presently  involved  in  extensive  examination 
development  activities  for  the  Police  Lieutenant  rank.  Working  with 
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a  nationally  recognized  psychometric  firm,  draft  examination  compo- 
nents were  recently  presented  to  the  psychometric  experts  represent- 
ing the  Consent  Decree  Parties.  Refinements,  which  were  suggested 
by  the  psychometric  experts,  are  now  being  made.  The  Division 
anticipates  that  the  administration  of  this  examination  will  result  in 
dramatic  changes  at  the  command-level  of  the  Police  Department. 
Increased  minority  representation  is  a  likely  outcome,  and,  quite 
significantly,  women  will  for  the  first  time  be  competing  for  promo- 
tion to  the  permanent  rank  of  Lieutenant.  The  results  of  the  Lieutenant 
examination  will  also  provide  the  foundation  for  a  Police  Captain 
examination  sometime  in  the  future.  When  the  Captain's  examination 
is  administered,  mandates  at  the  heart  of  the  Consent  Decree,  for 
substantial  minority  and  female  representation  at  all  ranks  of  the 
Police  Department,  will  finally  be  a  reality. 

During  the  year,  the  Division  also  assisted  the  Department 
and  the  City's  Civil  Service  Commission  Equal  Employment  Oppor- 
tunity Division  in  instituting  the  first-ever  bilingual  certification 
program  in  the  Police  Department.  The  Division  facilitated  the 
scheduling  of  over  200  Spanish  and  Chinese-speaking  officers  to 
participate  in  language  proficiency  examinations.  This  is  an  impor- 
tant step  toward  the  goal  of  being  sensitive  to  the  diversity  of 
languages  spoken  by  the  citizens  of  San  Francisco. 

The  Consent  Decree  was  created  with  an  anticipated  10-year 
duration.  As  some  of  its  goals  and  examinations  have  not  yet  been 
accomplished,  the  Consent 

Decree  continues  into  its  13th  year.  In  addition  to  the  mandated 
examinations,  the  Division  faces  another  challenge,  that  of  assisting 
the  Consent  Decree  parties  and  the  City  in  establishing  a  foundation 
for  the  preservation  of  the  Division's  recruitment  and  examination 
functions  after  the  Consent  Decree  expires. 

Under  the  Division's  guidance,  state-of-the-art  examination 
methods  have  been  utilized  to  further  ensure  that  each  selection 
process  was  psychometrically  sound  and  that  the  potential  for  adverse 
impact  against  minorities  and  women  was  minimized.  To  continue 
the  many  accomplishments  achieved  under  the  Consent  Decree  is  the 
challenge,  and  opportunity,  that  the  Division  will  be  enthusiastically 
pursuing  in  the  years  ahead. 

-  JAYE  ERICKSON 
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DEPARTMENT  OF  PUBLIC  HEALTH  DE- 
CENTRALIZED PERSONNEL  UNIT 


Position  Classification 

The  Department  of  Public  Health's  Decentralized  Classifica- 
tion Unit  is  responsible  for  the  administration  of  the  Department's 
classification  plan.  The  Unit  coordinates  and  conducts  classification 
and  compensation  studies  for  approximately  6,000  permanent  and 
grant-funded  positions  within  the  four  divisions  of  the  Department  of 
Public  Health:  San  Francisco  General  Hospital,  Laguna  Honda 
Hospital,  Public  Health  Programs/Central  Administration  and  Men- 
tal Health,  Substance  Abuse  and  Forensic  Services. 

The  work  involves  classification  of  new  positions;  reclassifi- 
cation of  existing  positions;  recommendations  on  organizational  staff- 
ing patterns  as  well  as  wage  and  salary  levels,  based  on  internal  and 
external  evaluation  and  survey  research;  and  problem  resolution 
commonly  achieved  through  position  audits,  analyses  of  pertinent 
legislation  and  studies  of  industry  standards. 

Classification  Program  Output:  Fiscal  Year  1991-92 

A.  Positions  classified,  reallocated,  reclassified  (approved  bv  ♦  •  »79 
CSC) 

Recommendations  submitted  to  Department/CSC 
(includes  grant-funded  positions,  temporary  requisitions 
released)  ♦  ♦  .  .  , ••••• 297 

TOTAL: 376 

B.  New  classes  established  ••••••••••••••••••••••   0 

Additional  reports/specifications  for  new  classes  submitted  to 
Department/CSC  ••••• • 4 

TOTAL: 4 

C.  Class  specifications  formally  amended  ••••••••••••••  3 

Specification  amendment  recommendations  under 

review  by  CSC/Dept 3 

TOTAL: 6 

D.  Special  reports  prepared  (includes  temp/exempt  appointments. 
Staff  Assistant,  salary  surveys,  etc.)  •••••••••••••••   14 
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New  and  Amended  Classifications 

Consistent  with  a  directive  from  the  Civil  Service  Commission, 
staff  has  attempted  to  limit  the  creation  of  new  classifications  through 
the  allocation  of  new,  substitute  and  grant-funded  positions  to  exist- 
ing Civil  Service  classifications.  Recommendations  for  two  new 
classes  in  the  highly  specialized  fields  of  environmental  health  and 
emergency  care  are,  however,  under  review  and  expected  to  be 
implemented  during  Fiscal  Year  1992-93. 

Specifications  for  three  existing  classes  (Administrative  Chief, 
Orderly  and  Director  of  Health)  were  amended  to  reflect  current 
duties  and  responsibilities  assigned  to  positions,  and  archaic  titles 
were  changed  to  ensure  consistency  with  industry  standards  and 
trends. 


Major  Classification  Studies 

Staff  conducted  a  survey  of  106  administrative  positions  within 
the  major  divisions  of  the  Department.  Results  were  provided  to  the 
Director  to  aid  in  organizational  decision-making  and  policy  direc- 
tion. 

A  comprehensive  classification  study  of  all  Medical  Records 
Clerk  positions  was  conducted  to  ensu re  a ppropria  te  utiliza  tion  of  the 
class  and  consistency  throughout  the  department.  Amendment  of  the 
specification  and  reallocation  of  a  few  positions  to  other  classes  were 
indicated  by  the  study. 

Staff  looks  forward  to  increasing  values  of  high  performance 
and  productivity  in  Fiscal  Year  1992-93. 


-  YVETTE  STUART 
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DEPARTMENT  OF  PUBLIC  HEALTH 
DECENTRALIZED  PERSONNEL  UNIT 

Examinations 

Staffing  and  Responsibilities 

Established  in  1973,  the  Department  of  Public  Health  Decentral- 
ized Civil  Service  Recruitment  and  Selection  Unit  is  responsible  for  all 
Health  Department  recruitment  and  selection  activities,  including 
examinations  for  approximately  235  different  classifications. 

Approximately  25  classifications  are  open  on  a  continuous  basis 
and  examinations  are  administered  regularly. 

Within  general  classifications,  there  are  numerous  specialties  in 
the  public  health  field,  thus  requiring  a  significant  number  of  special- 
ized examinations.  For  example,  there  are  seven  specialties  within  the 
Head  Nurse  classification  in  Public  Health  Programs  and  12  Head 
Nurse  specialties  at  San  Francisco  General  Hospital.  The  requirement 
for  specialties  results  from  the  use  of  broad  classifications  and  a 
restrictive  certification  rule. 

The  unit  is  currently  comprised  of  eight  professional  analysts 
and  three  support  staff.  One  position  is  vacant  as  a  result  of  early 
retirement.  In  Fiscal  Year  1991/92,  we  produced  103  eligible  lists, 
with  an  average  of  13.2  lists  per  analyst.  This  high  ratio  of  lists  per 
analyst  in  part  reflects  a  number  of  streamlined  approaches  to  selec- 
tion which  have  been  implemented  over  the  years  to  address  the  needs 
of  the  Health  Department. 

Included  among  the  accomplishments  of  the  unit  in  the  1991-92 
fiscal  year  is  the  high  volume  of  examinations  for  Food  Service  Worker 
and  Laundry  Worker,  and  first-time  examinations  for  Epidemiologist 
I,  II,  and  m,  Rehabilitation  Coordinator,  Physician  Assistant  and 
Principal  Disease  Control  Investigator.  The  unit  also  completed 
exams  for  seven  Nurse  Practitioner  specialties,  four  specialties  in  the 
Health  Educator  classification,  and  two  specialities  in  the  Environ- 
mental Health  Inspector  Classification.  Additionally,  the  unit  is  up 
and  running,  via  dedicated  communication  line,  on  the  newly  com- 
puterized Civil  Service  Applicant  Tracking  System. 
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Another  measure  of  productivity  is  the  percentage  of  permanent 
employees  to  total  workforce.  A  recent  analysis  by  the  Civil  Service 
Information  Services  Unit  indicates  that  approximately  91  %  of  our 
civil  service  positions  are  filled  with  permanent  employees.  Nine 
percent  (9%)  of  Department  of  Public  Health  positions  are  filled  with 
provisional  employees.  While  civil  service  reform  may  soon  allow  for 
greater  efficiencies,  it  is  impossible  to  keep  current  with  examinations 
at  current  staffing  levels. 

Decentralized  /  Civil  Service  Commission  Relationship 

The  decentralized  recruitment  and  selection  units  in  the  City 
function  exactly  the  same  as  any  centralized  recruitment  and  selection 
entity.  The  unit  conducts  job  analyses,  recruitment  in  conjunction 
with  the  Equal  Employment  Opportunity  and  Affirmative  Action 
Division,  and  develops  and  administers  examinations  according  to 
the  established  procedures  and  Civil  Service  Commission  rules. 

The  major  difference  is  in  the  reporting  relationship.  Our  unit 
activities  are  reviewed  by  Civil  Service  Commission  managers  and  the 
Department  of  Public  Health  Personnel  Director,  and  the  Equal 
Employment  Opportunity  teams  of  both  departments.  There  is  sign- 
off  by  both  departments  at  vital  stages  of  the  selection  process, 
including  announcements,  passing  points,  protests  and  eligible  lists 
prior  to  posting. 

Those  areas  in  which  the  Health  Department's  Decentralized 
Recruitment  and  Selection  Unif  s  operations  respond  to  the  specific 
needs  of  the  Health  Department  are  continuous  announcements; 
expedited  testing;  specialties  within  classifications;  and  professional 
recruitment  market. 

•  Continuous  Testing:  As  mentioned  earlier  there  are  about 
25  Continuous  Testing  announcements  (such  as  Para- 
medic, Medical  Records  Clerk,  Radiologic  Technologist) 
that  are  always  open  because  there  is  always  hiring  in 
these  classes.  In  terms  of  production,  this  is  important 
because  designated  analysts  are  responsible  for  continu- 
ous recruitment,  selection  procedures  and  processing  for 
these  classifications. 
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•  Expedited  Testing  is  unique  to  the  Health  Department.  It 
was  developed  in  response  to  Nursing  MOU  negotiations 
and  now  allows  for  a  process  that  results  in  the  speedy 
hiring  of  employees  in  a  permanent  Civil  Service  status. 
We  test  for  current  vacancies  only  and  are  better  able  to 
compete  with  other  employers.  This  process  makes  exten- 
sive use  of  departmental  managers  and  supervisors  as 
recruiters  and  raters  for  entry-level  examinations.  It  is 
used  for  classifications  which  meet  specific  criteria  which 
includes  identified  personnel  shortages,  recruitment  and 
retention  problems,  and  established  certification  or  li- 
cense requirements.  Expedited  Testing  procedures  re- 
quire equal  employment  opportunity  review  and  ap- 
proval, and  are  currently  being  utilized  for  Registered 
Nurse,  Psychiatric  Technician,  Physical  Therapist,  Occu- 
pational Therapist  and  Pharmacist  classes. 

•  Specialties:  It  is  important  to  recognize  the  necessity  of 
specialties  within  a  single  classification  and  the  impact  on 
productivity.  Like  the  previously  referenced  Head  Nurse 
classification,  we  test  for  specialties  in  many  other  areas 
such  as  the  Health  Worker  series,  Hospital  Assistant 
Administrator,  Health  Program  Coordinator,  Environ- 
mental Health  Inspector  and  many  more.  Specialties 
reflect  the  need  to  fill  positions  within  broad  classifica- 
tions with  candidates  who  possess  specific  training  and 
experience.  Again,  our  current  certification  rule  necessi- 
tates the  use  of  specialties  in  order  to  fill  jobs  appropri- 
ately. 

•  Health  professional  marketplace:  Most  of  our  positions 
require  advanced  educational  degrees,  a  legal  certifica- 
tion or  professional  license.  This  necessitates  specialized 
recruitment  activities  and  significant  application  review 
responsibilities.  Many  of  our  minimum  requirements  are 
legally  driven  and  it  is  imperative  that  our  announcements 
and  permanent  hires  meet  existing  legal  requirements  in 
the  health  field. 

Also,  our  job  experts  are  mostly  managers  with  medical  and 
clinical  backgrounds.  They  are  responsible  for  our  hospitals,  our 
services  for  homeless  youth  and  adults,  our  Women  and  Infants 
Nutritional  programs,  our  mental  health  and  substance  abuse  agen- 
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cies,  our  AIDS  programs,  and  more.  These  job  experts  often  generate 
in  staff  a  heightened  sense  of  responsibility  for  the  consequences  of 
our  work. 

Current  Issues  /  Looking  Toward  the  Future 

The  Decentralized  Public  Health  Unit  is  committed  to  innova- 
tion and  efficiency  in  harmony  with  merit  system  principles.  One  of 
the  projects  in  which  we  are  involved  is  taking  a  new  look  at  our 
performance  examinations.  Often  performance  exam  components  are 
costly  to  administer  and  fail  relatively  few  people.  Within  the 
departments  that  employ  some  of  these  same  eligibles,  there  are  very 
high  numbers  of  disability  and  workers'  compensation  claims.  Our 
decision  to  take  a  new  look  at  our  physical  performance  examinations 
has  been  given  new  impetus  by  the  Americans  with  Disabilities  Act. 
Specifically  we  are  developing  a  job  analysis  procedure  and  selection 
process  which  we  hope  will  clearly  identify  and  test  for  the  essential 
physical  requirements  of  a  job  and  protect  both  the  employee  and  City 
from  costly  injuries.  This  effort  is  being  conducted  with  consultation 
from  our  own  Occupational  Health  and  Safety  Division. 

As  a  result  of  Prop  A  retirements,  we  are  beginning  an  analysis 
of  all  of  our  classifications  to  prioritize  examinations  for  the  next  two 
years.  Three  hundred  twenty  seven  (327)  Department  of  Public 
Health  employees  retired  under  Proposition  A.  Exams  are  needed  to 
replace  213  of  these  vacant  positions. 

Finally,  we  believe  we  can  speak  on  behalf  of  all  the  decentral- 
ized units  that  we  are  inspired  by  the  direction  current  civil  service 
reform  is  moving  as  a  result  of  the  passage  of  Propositions  C,  D  and 
E  in  Fiscal  Year  1991-92.  Certain  changes  will  greatly  enhance  the 
Citywide  personnel  system  and  enable  all  departments,  including 
Public  Health,  to  provide  more  efficient  and  effective  services  that  are 
essential  to  the  communities  we  serve. 


-  STEPHEN  S.  MARTIN 
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PUBLIC  UTILITIES  COMMISSION 
DECENTRALIZED  PERSONNEL  UNIT 


The  Public  Utilities  Commission  Decentralized  Personnel 
Unit  administers  the  recruitment  and  selection  program  for  positions 
which  are  primarily  utilized  by  the  Public  Utilities  Commission.  This 
includes  positions  at  Municipal  Railway,  Water  Department,  Hetch 
Hetchy  and  the  Bureaus  of  the  Public  Utilities  Commission. 

Currently,  the  unit  consists  of  three  analysts  who  are  respon- 
sible for  approximately  5,000  positions  ranging  from  administrators 
and  professionals  to  crafts  workers  and  transit  operators.  During 
Fiscal  Year  1991-92,  the  Unit  was  not  fully  staffed  for  three  months 
because  one  analyst  accepted  a  temporary  promotion  with  the  Civil 
Service  Commission. 

Analysts  are  responsible  for  conducting  job  analyses;  devel- 
oping minimum  qualifications  and  examination  plans;  issuing  an- 
nouncements; screening  applications;  developing  and  administering 
written,  oral  and  performance  tests;  scoring  tests;  and  compiling  test 
results.  Analysts  also  serve  as  resources  for  the  operating  division  in 
issuing  announcements  and  securing  candidates  for  non-civil  service 
vacancies. 

The  unit  adopted  twelve  eligible  lists  with  1,098  eligibles 
during  the  fiscal  year.  Two  non-civil  service  rosters  for  part-time 
Transit  Operators  were  also  posted  with  218  eligibles.  During  the 
fiscal  year,  the  oral/performance  examination  for  Transit  Supervisor 
was  conducted  with  four  oral  boards  over  five  days.  Management 
employees  from  transit  agencies  throughout  the  western  United 
States  were  utilized  in  order  to  have  a  representative  oral  board  for 
over  426  candidates. 

Also,  the  unit  conducted  an  examination  for  a  new  class, 
Water  Resources  and  Planning  Manager.  A  nationwide  recruitment 
effort  was  conducted  which  enabled  the  Water  Department  to  fill  this 
vital  position  on  a  permanent  basis. 

During  Fiscal  Year  1991-92,  a  major  recruitment  effort  was 
undertaken  for  Transit  Car  Cleaner.  A  24-hour  hotline  was  set-up  so 
that  candidates  could  receive  specific  information  about  the  Transit 
Car  Cleaner  position  at  any  time.    For  this  examination,  the  unit 
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that  candidates  could  receive  specific  information  about  the  Transit 
Car  Cleaner  position  at  any  time.  For  this  examination,  the  unit 
continued  the  pilot  program,  which  was  begun  last  year,  of  using 
community  organizations  for  distribution  of  applications. 

Applications  were  distributed  at  various  locations  through- 
out the  City.  Community  organizations,  which  distributed  the  appli- 
cations, included  Chinese  for  Affirmative  Action,  Ella  Hill  Hutch 
Community  Center,  Mission  Language  and  Vocational  School,  and 
Young  Community  Developers.  Over  15,000  applications  were  dis- 
tributed. Applications  were  randomly  numbered  as  they  were  re- 
ceived, enabling  applicants  to  obtain  applications  without  forming 
lines  overnight,  disrupting  nearby  businesses,  creating  general  incon- 
venience and  safety  concerns  to  the  applicants  themselves.  This  was 
the  second  time  the  unit  has  used  this  method  of  distributing  applica- 
tions for  large  volume  examinations,  and  it  is  implicitly  successful. 
Applicants  are  now  cognizant  of  the  fact  that  they  do  not  have  to  wait 
in  long  overnight  lines  to  pick  up  a  low  numbered  application. 

Because  of  the  overwhelming  and  unexpected  response  for 
applications  for  Transit  Car  Cleaner,  the  unit  is  developing  a  new, 
special  application  for  large  volume  examinations.  This  application 
will  be  one  page  in  format,  with  detachable  cards.  By  using  this 
application,  the  unit  expects  to  cut  down  on  excessive  use  of  paper  and 
preparation  time. 

The  unit  is  continuing  to  look  for  ways  to  provide  better 
service  to  the  department  as  well  as  applicants.  The  establishment  of 
24-hour  hotline  numbers  for  specific  examinations  has  enabled  the 
Unit  to  disseminate  information  on  a  continuous  basis  without  tying 
up  staff  time. 

Finally,  the  unit  hopes  to  continue  to  use  community-based 
organizations  for  outreach  recruitment  for  large  volume  examina- 
tions, and  will  also  continue  the  practice  of  bringing  in  oral  board 
members  from  diverse  community  agencies,  when  viable,  in  order  to 
have  boards  that  reflect  the  vibrant  diversity  of  the  City. 


-  PAT  PENDERGAST 
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RETIREMENT  SYSTEM 

DECENTRALIZED  PERSONNEL 

UNIT 


The  Retirement  System  Decentralized  Personnel  Unit  is  re- 
sponsible for  personnel  programs  in  classification,  examination  and 
recruitment.  The  unit  has  accomplished  major  organizational  and 
classification  studies  in  the  areas  of  Workers'  Compensation  and 
Investment. 

An  important  study  underway  is  the  development  of  a  per- 
sonnel series  dedicated  to  benefits  services  provided  by  the  Retire- 
ment System  and  the  Health  Service  System  in  three  areas:  pensions, 
workers'  compensation  and  health  insurance. 

The  unit  continues  to  recruit  and  select  the  most  qualified 
individuals  to  meet  the  specialized  needs  of  the  Retirement  System, 
and  assists  the  department  in  achieving  its  goal  of  delivering  the 
highest  level  of  professional  service  to  current  and  retired  City 
employees. 


JACKIE  PUN 
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SOCIAL  SERVICES  DECENTRALIZED 
PERSONNEL  UNIT 


The  Decentralized  Personnel  Unit  at  the  Department  of  Social 
Services  performs  the  examination  and  classification  work  of  the 
department.  This  unit  develops  and  administers  examinations  for 
approximately  26  department-specific  classes  and  for  several  Citywide 
job  classifications  including  1430  Transcriber  Typist,  1432  Senior 
Transcriber  Typist,  1804  Statistician  and  4308  Senior  Collection  Offi- 


During  Fiscal  Year  1991-92,  the  department  adopted  twelve 
eligible  lists  that  included  757  eligibles.  These  lists  were  for  eligibility 
workers,  transcriber  typist,  statisticians,  child  welfare  workers  and 
administrators.  The  examination  for  2903/2905  Eligibility  Worker 
alone  required  the  processing  of  over  2,000  applications. 

Consistent  with  Civil  Service  Commission  policy  and  direc- 
tion, the  unit  has  also  responded  to  departmental  needs  for  eligibles 
with  specialized  expertise  and  backgrounds  through  the  establish- 
ment of  specialized  lists,  rather  than  new  classifications.  The  staff 
works  closely  with  the  Civil  Service  Commission  staff  liaison  and  with 
departmental  job  experts  to  ensure  job-related  examinations  which 
fully  conform  to  Civil  Service  standards  and  merit  principles. 

The  unit  has  attempted,  whenever  possible,  to  integrate  as- 
sessment center  techniques,  especially  job-related  written  perfor- 
mance exercises,  into  the  examination  process,  rather  than  limiting  the 
methodology  to  standard  oral  interview  examinations  alone.  Over 
time,  the  unit  has  developed  alternate  forms  of  tests  and  exercises  so 
that  exam  administration  can  be  expedited  and  thereby  respond  more 
efficiently  to  departmental  needs. 

Because  of  the  limited  number  of  classes  assigned  to  the  unit 
for  exam  development,  the  unif  s  analvsts  have  become  very  knowl- 
edgeable about  these  specific  classes.  Staff's  expertise  has  been  further 
enhanced  by  working  on  classification  and  compensation  surveysand 
reports.  In  Fiscal  Year  1991-92,  the  unit  classified  79  new,  substituted 
or  downgraded  positions  and  also  93  new  positions  budgeted  in  a 
mid-year  supplemental  appropriation. 
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In  Fiscal  Year  1992-93,  the  Department  expects  to  finalize  the 
classification  study  conducted  by  Ralph  Andersen  and  Associates. 
This  studv  surveyed  and  recommended  the  classification  of  almost 
1,000  departmental  positions.  The  resulting  classification  plan  pro- 
vides the  foundation  for  recruitment,  selection,  evaluation  and  train- 
ing of  employees,  and  for  an  equitable  compensation  program  that  is 
thoroughly  grounded  in  the  nature  of  the  work  performed.  This  plan 
also  includes  a  viable  career  ladder  structure  and  classification  speci- 
fications which  provide  clear  distinctions  between  classes,  and  a  more 
accurate  representation  of  current  duties  and  responsibilities. 

The  study  did  recommend  the  creation  of  seven  new  classes 
in  cases  where  duties  and  assignments  were  not  reflected  in  existing 
classifications;  however,  an  equal  number  of  unused  and  outdated 
classes  were  recommended  for 

abolishment  so  there  is  not  a  net  increase  in  the  number  of  departmen- 
tal positions. 

The  study  also  recommended  a  flex-staffing  pattern  for  classes 
2940  Child  Welfare  Worker  and  2942  Senior  Child  Welfare  Worker, 
comparable  to  the  flex-staffing  system  now  in  place  for  the  2903 
Eligibility  Worker  and  2910  Social  Worker  classifications. 

The  unit  has  three  professional  staff  members  and  one  clerical 
staff  member.  The  supervisor  elected  early  retirement  in  April  1992 
and  this  position  is  in  the  process  of  being  filled.  The  examination 
work  load  has  increased  substantially  during  the  past  three  years 
because  of  the  expansion  of  services  provided  by  the  Department  and 
an  increase  in  the  number  of  clients  served.  The  goals  for  Fiscal  Year 
1992-93  are  to  administer  10  new  examinations,  and  to  continue 
priority  classification  projects.  The  unit  is  deeply  committed  to 
providing  first-rate  services  to  the  Department  of  Social  Services  and 
the  Civil  Service  Commission. 


MARY  SMITH 
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Address  and/or  deliver  correspondence  to: 
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Room  153  City  Hall 
San  Francisco,  CA    94102 

(All  offices  listed  below  are  located  in  City  Hall  unless 
otherwise  indicated) 

Administrative  and  Personnel  Services,  Room  153  City  Hall,  554-4751 
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Contacting  Commission  offices  by  telefax: 
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Comments  and  inquiries  about  the  contents  of  this  publication  are  to  be 
directed  to  Cindy  Monroe,  Senior  Personnel  Analyst,  at  554-4723. 

Additional  copies  of  this  publication  are  available  for  purchase  at  the  Civil 
Service  Information  Center,  44  Gough  Street,  1st  Floor,  557-4800,  and  Room  153 
City  Hall,  554-4751.  Call  for  availability.  Additional  charge  for  postage 
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October  18,  1993 


The  Honorable 

Frank  M  Jordan,  Mayor 

Room  200  City  Hall 

San  Francisco,  CA  94102 

Dear  Mayor  Jordan: 

It  is  with  great  pleasure  that  the  Civil  Service  Commission  submits  its  Annual  Report 
for  the  Fiscal  Year  ending  June  30,  1993. 

This  report  will  provide  you  with  a  summary  of  the  activities  of  the  Civil  Service 
Commission,  our  five  divisions  and  eight  decentralized  personnel  units. 

In  addition  to  the  regular  activities  of  the  Civil  Service  Commission,  the  Commission 
is  also  pleased  to  announce  that  in  March  of  1993,  it  completed  its  search  for  a  permanent 
General  Manager,  Personnel  and  selected  Mr.  Wendell  L.  Pryor  for  the  position.  Mr.  Pryor 
comes  to  the  City  and  County  of  San  Francisco  with  an  extensive  background  in  personnel 
management.  Mr.  Pryor  has  previously  served  as  the  Director  of  Personnel  for  the  City  of 
Riverside  and  as  the  Director  of  Personnel  Operations  for  the  City  and  County  of  Denver. 
The  Conunission  is  currently  working  in  conjunction  with  Mr. Pryor  to  develop  new  policies, 
programs  and  rules  to  implement  Charter  Amendments  approved  by  the  voters  in  1991  and 
provide  for  a  more  efficient  personnel  management  system  which  promotes  cultural 
diversity,  facilitates  change,  and  maintains  the  fairness  and  equitability  of  a  merit  based 
system. 

The  Commission  would  also  like  to  acknowledge  the  significant  contributions  made 
by  Mr  Albert  C.  Walker  during  his  tenure  as  the  acting  General  Manager,  Personnel  from 
March  1992  through  April  1993.  Mr.  Walker  continues  to  serve  the  Civil  Service 
Commission  in  his  position  as  the  Assistant  Secretary  to  the  Commission. 

Below  are  some  highlights  of  the  accomplishments  of  the  various  divisions  of  the 
Civil  Service  Commission  for  Fiscal  Year  1992-93. 

I.  ADMINISTRATIVE  AND  PERSONNEL  SERVICES  DIVISION 

In  the  November  1991,  election,  the  voters  approved  the  passage  of  Propositions  C, 
D.  and  E.  Proposition  C  removed  from  the  Charter  provisions  relating  to 
employment  tests,  eligible  lists  and  provisional  appointments.  Proposition  D 
provided  that  certification  of  eligibles  for  employment  would  be  no  less  that  the 
names  of  the  eligibles  with  the  top  three  scores.  Proposition  E  changed  the  dismissal 
procedures  significantly  by  allowing  department  heads  to  discharge  permanent 
employees  without  a  hearing  by  a  hearing  officer  During  the  Fiscal  Year  1992-93, 
staff  continued  to  meet  and  confer  with  employee  organization  on  all  of  the  proposed 
amendments  to  the  Civil  Service  Commission  Rules  as  a  result  of  the  passage  of 
these  Charter  amendments.  It  is  anticipated  that  these  proposed  rule  amendments 
will  be  presented  to  the  Civil  Service  Commission  for  approval  in  the  Fall  of  1993 
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Staff,  in  conjunction  with  the  City  Attorney's  office  and  others,  developed 
procedures  for  implementation  of  the  Americans  with  Disabilities  Act  (ADA)  which 
became  effective  for  City  and  County  employees  in  July  1992,  and  provided  training 
to  departmental  personnel  on  ADA  concepts  and  requirements. 

II  CLASSIFICATION  AND  COMPENSATION  DIVISION 

The  Classification  Unit  was  successful  in  resolving  the  backlog  of  positions 
requiring  classification  action.  A  total  of  184  positions  were  classified  by  the 
Commission.  In  addition,  the  Classification  Division  created  a  new  Special  Assistant 
series.  This  new  eighteen  level  series  consolidated  thirty  one  (31)  classes  in  the 
three  former  series  of  Assistant  to  the  Mayor,  Assistant  to  the  CAO,  and  Staff 
Assistant,  Special  Project. 

The  Classification  Unit  also  played  a  critical  role  in  the  layoff  process.  Due  to  the 
City's  fiscal  crisis,  departments  projected  reductions  in  their  work  forces,  resulting  in 
employee  movement  within  or  between  departments,  in  addition  to  layoff.Special 
Conditions  referred  to  as  Exceptions  to  the  Order  of  Layoff  were  requested  by 
departments  when  they  deemed  a  special  skill  or  ability  beyond  the  minimum 
requirements  was  needed  for  a  particular  position.  The  Classification  Unit  provided 
analyses  and  recommendations  for  each  of  these  requests  which  totaled  several 
hundred. 

The  Compensation  Unit  made  two  significant  changes  to  the  salary  survey 
methodology.  First,  it  increased  the  number  of  benchmarks  from  fifty-three  to 
sixty-nine  which  assists  in  allowing  salary  survey  data  to  accurately  reflect  the  rates 
paid  in  the  local  labor  market  as  required  by  Charter  Section  8.407.  Secondly,  only 
one  salary  survey  was  conducted  instead  of  the  two  (Preliminary  and  Final)  which 
were  always  conducted  in  the  past.  Since  only  the  results  of  the  Final  survey  were 
utilized  by  the  Commission  and  the  Board  of  Supervisors  to  set  rates  of  pay  pursuant 
to  Charter  Section  8.407,  the  Commission  felt  that  one  survey  was  sufficient  and  that 
staff  time  would  be  better  spent  constructing  new  benchmarks,  analyzing  internal 
adjustment  requests  and  other  meet  and  confer  labor  relations  activities. 

ID         EQUAL  EMPLOYMENT  OPPORTUNITY  /  AFFTRMATTVE  ACTION  DIVISION 

During  the  last  fiscal  year,  activities  within  the  Bilingual  Programs  increased 
significantly  due  to  the  increased  multicultural  diversity  in  the  San  Francisco 
population.  Many  City  departments  have  identified  the  need  to  provide  services  in 
languages  other  than  English  and  are  becoming  more  responsive  to  the  new  language 
needs  of  the  San  Francisco  public  As  a  result,  the  EEO  Division  received  over  200 
requests  from  departments  to  add  language  requirements  to  specific  positions.  These 
language  requirements  were  for  Spanish,  Cantonese,  Mandarin,  Vietnamese  and 
Russia. 

In  April  1°92,  staff  from  the  EEO/AA  Division  were  assigned  responsibility  for 
coordination  of  the  Disability  Transfer  Program  The  Disability  Transfer  Program, 
authorized  by  the  Charter  of  the  City  and  County  of  San  Francisco,  Section  8.350, 
provides  thai  permanent  employees  who,  because  of  disability  are  unable  to  perform 
their  jobs,  may  be  transferred  to  other  positions,  after  it  is  determined  by  staff  that 
applicants  meet  the  minimum  requirements  and  essential  job  functions  of  the 
position  The  EEO/AA  Division  successfully  placed  six  applicants  for  Disability 
Transfer 
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IV         MANAGEMENT  AND  EMPLOYEE  DEVELOPMENT  DIVISION 

During  Fiscal  Year  1992-93,  the  Management  and  Employee  Development  Division 
(MEDD)  provided  a  new  performance  appraisal  system  that  emphasizes  planning 
and  links  managers'  goals  to  the  overall  objectives  of  their  departments  In  addition, 
staff  also  provided  strategic  planning  workshops  for  the  management  teams  of 
several  departments,  and  consulting  services  that  assist  department  heads  and  other 
managers  in  increasing  communication,  productivity  and  accountability  in  their  work 
gioups. 

V.         RECRUrTMENT  AND  SELECTION  DIVISION 

During  Fiscal  Year  1992-93  the  Recruitment  and  Selection  Division  constantly 
made  adjustments  to  the  examination  program  in  response  to  the  effects  of  the  fiscal 
situation  These  adjustments  were  caused  by  the  reduction  in  Division  staffing  due  to 
budget  cuts  and  reassignment  of  several  staff  members  to  the  Layoff  Processing 
Team  The  Layoff  Processing  Team  was  responsible  for  the  coordination  of 
Citywide  layoffs.  Approximately  1,116  employees  received  layoff  notices  which 
required  the  Layoff  Processing  Team  to  determine  layoff  rights  for  each  of  these 
employees    Fortunately,  many  of  these  layoff  notices  were  later  rescinded. 

The  Commission  is  looking  forward  to  working  with  your  office  in  the  coming  year 
to  furthei  accomplish  our  mutual  goal  of  providing  a  more  efficient  and  effective  delivery  of 
human  resources  for  the  City  and  County  of  San  Francisco. 

Sincerely, 

CIVIL  SERVICE  COMMISSION 

Emi  R.  Uyehara 
President 


%. 
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THE  CIVIL  SERVICE  COMMISSION 


Authority 


Sections  of  the  Charter  of  the  City  and  County  of  San  Francisco  that  delineate 
the  responsibilities  of  the  Civil  Service  Commission  are  3.500,  3.660, 3.661, 
and  8.200  through  8.407. 


Composition 


The  Civil  Service  Commission  consists  of  five  members  appointed  by  the 
Mayor  for  six-year  terms  that  are  staggered.  Appointees  presently  serving 
on  the  Commission  are  Karen  Clopton;  George  Kosturos;  A.  Lee  Munson; 
Juan  Rios  (Vice  President);  and  Emi  R.  Uyehara  (President). 


Duties 


The  Civil  Service  Commission  is  mandated  by  Charter  to  be  the  central 
employment  and  personnel  department  of  the  City  and  County  of  San 
Francisco,  which  covers  over  29,000  employees  in  1,688  classifications 
working  in  55  departments,  including  two  school  districts.  The  Commis- 
sion approves  rules  and  procedures  governing  applications,  eligibility  as 
determined  by  appropriate  tests,  duration  of  eligible  lists,  appointments, 
affirmative  action,  promotions,  transfers,  resignations  and  layoffs;  and 
determines  classification  and  reclassification  of  all  employment  positions  in 
City  departments  and  offices,  including  positions  which  are  exempt  from 
civil  service  but  subject  to  salary  standardization. 

The  Commission  surveys  rates  of  pay  in  the  public  and /or  private  sectors 
to  set  salaries  for  City  employees  according  to  formulae  established  by  the 
Charter;  approves  all  personal  service  contracts  when  departments  are  not 
able  to  use  City  employees;  maintains  and  audits  a  performance  appraisal 
program;  develops  management  and  employee  training  programs;  certifies 
appropriate  employee  organizations  for  bargaining  purposes;  and  has 
broad  powers  for  investigating  and  resolving  charges  of  unfair  labor 
practice  and  complaints  of  discrimination  and  sexual  harassment.  It  is  the 
Commission  that  appoints  a  General  Manager,  Personnel. 


CITY    AND    COUNTY    OF    SAN    FRANCISCO 


ANNUAL    RETORT  •  CIVIL    SERVICE    COMMISSION   •  W2-93 


Meetings  and  Hearings 

The  Commission  conducts  regular  meetings  that  are  open  to  the  general 
public  and  are  held  on  the  first  and  third  Mondays  of  each  month  at  2  p.m. 
in  Room  282  City  Hall.  A  meeting  agenda  is  available  to  the  general  public 
from  the  Office  of  the  Assistant  Secretary,  Room  153  City  Hall. 

During  Fiscal  Year  1992-93,  the  Civil  Service  Commission  met  25  times. 

The  Commission  conducted  17  regular  and  8  special  meetings  in  order  to 
review  separations  from  service,  classification,  salary  and  wage,  in-service 
and  examination  matters.  At  its  25  meetings,  the  Civil  Service  Commission 
reviewed  71  classification  items,  63  compensation  items,  which  included 
surveys  of  the  Police,  Fire,  Registered  Nurse  and  Municipal  Railway  rates 
of  pav,  74  in-service  items  and  44  examination  items. 

For  separations  from  the  service,  the  Commission  reviews  appeals  from 
limited  tenure,  entrance  probationary  and  promotive  probationary  em- 
ployees; automatic  resignations  due  to  abandonment  of  position;  termina- 
tions of  temporary  service;  resignations  certified  as  services  unsatisfactory; 
and  dismissals  of  permanent  employees. 


Total  Separations  from  the  Service  for 

Fiscal  Year  1992-93 

Automatic  Resignation 

Permanent 

35 

Dismissal 

Permanent 

37 

Termination 

Entrance 

35 

Promotive 

7 

Limited  Tenure 

1 

Non-Civil  Service 

9 

Temporary  Civil  Service 

5 

Resignation  - 

Services  Unsatisfactory 

Permanent  and 

Entrance 

40 

Limited  Tenure 

2 

Non-Civil  Service 

4 

Temporary  Civii  Servicf 

1 

Total  Number  of  Separations 

176 

Total  Number  of  Appeals 

54 
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ADMINISTRATIVE  AND  PERSONNEL 
SERVICES  DIVISION 


The  Administrative  and  Personnel  Services  Division  consists  of  five  units 
that  perform  diverse  functions: 

Assistant  Secretary's  Office 

The  Assistant  Secretary  and  staff  provide  administrative  service  and 
support  to  the  Civil  Service  Commission  and  its  divisions,  and  articulates 
and  communicates  the  application  of  Civil  Service  Commission  Rules, 
policies  and  provisions,  as  well  as  related  provisions  of  the  Charter,  to 
employees,  employee  organization  representatives,  department  manag- 
ers, and  the  general  public. 

Staff  in  this  office  prepare  the  agenda  and  journal  of  proceedings  for  Civil 
Service  Commission  meetings,  maintain  Commission  records,  implement 
Commission  actions,  and  process  appeals  of  terminations  and  dismissals 
for  Commission  action. 

Business  Management  Unit 

The  Civil  Service  Commission  Business  Management  Unit  coordinates  the 
annual  Commission  budget;  forecasts  expenditures;  prepares  supplemen- 
tal budget  requests  and  justifications;  processes  and  monitors  interdepart- 
mental work  orders,  personal  services  contracts,  leases,  fiscal  and  purchas- 
ing documents;  provides  payroll  and  personnel  services  to  Commission 
staff;  oversees  departmental  position  control;  and  maintains  personnel 
records  of  Commission  staff. 

Certification  Unit 

The  Certification  Unit  maintains  and  canvasses  civil  service  eligible  lists 
including  holdover  rosters  (laid-off  employees),  reemployment  registers 
(separated  employees),  and  promotive,  entrance  and  combined  promo- 
tive/entrance  eligible  lists. 

When  ,m  eligible  is  appointed  as  a  result  of  a  certification,  the  Certification 
Unit  validates  the-  appointment,  Staff  is  exploring  ways  to  streamline  the 

appointmenl  processing  function  in  order  to  reduce  interoffice  traveling 
required  by  appointees  to  process  appointments,  and  to  reduce  the  numbei 
ni  appointees  who  must  appear  .it  the  (  eradication  ( Jffice  tor  validation 
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In  addition  to  canvassing  eligible  lists  and  validating  appointments,  the 
Certification  Unit  provides  information  to  eligibles  and  departmental 
representatives  regarding  the  status  of  the  lists  and  the  availability  of 
personnel  requisitions;  processes  all  approved  personnel  requisitions  and 
maintains  records  of  approved  personnel  requisitions  and  requisition 
modifications;  and  records  all  employee  separations,  including  layoffs, 
resignations,  terminations,  dismissals  and  retirements.  Processing  of 
layoffs  and  the  return  to  duty  of  holdovers  were  significantly  increased  this 
year  due  to  budgetary  cutbacks. 


CERTIFICATION  PROGRAM  ACTIVITY 

FISCAL  YEAR  1992-93 

Total 

Eligibles  Certified 

7,936 

Appointments  Validated 

8,793 

Separations  Recorded 

7,467 

Number  of  Layoffs  Processed 

293 

Number  of  Holdovers  Returned  to 

Duty    130 

Number  of  New  Lists 

236 

Number  of  Eligibles  on  New  Lists 

6,641 

Number  of  all  Active  Lists 

1,144 

Number  of  Eligibles  on  all  Lists 

23,710 

Management  Information  Services  Unit 

The  Management  Information  Services  Unit  (MIS)  provides  technical 
assistance  and  data  center  operations  support  in  a  distributed  Wang-based 
network  of  mini-and  micro-computers  for  all  functional  areas  and  organi- 
zational units  of  the  Commission.  The  MIS  Unit  is  responsible  for  provid- 
ing timely  reporting,  and  generating  and  distributing  to  all  City  depart- 
ments a  wide  variety  of  computerized  output  reports  pertaining  to  the 
status  of  requisitions,  appointments,  examinations  and  certifications  (as 
well  as  eligible  lists,  seniority  rosters,  separations  audits,  social  register, 
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race/sex  composition,  level  charts,  Annual  Salary  Ordinances,  etc.). 
Additionally,  MIS  provides  information  center  assistance  and  help-desk 
services  to  end-users  of  the  Commission's  installed  custom  applications. 
The  unit  is  responsible  for  providing  data  base  analysis  and  ad  hoc 
reporting  services  for  the  Commission  and  for  other  City  departments  on 
an  as-needed  basis.  The  unit  also  conducts  business  systems  design  and 
applications  development  for  all  units  and  divisions  of  the  Commission. 


Mail  and  Reproduction  Unit 


The  Mail  and  Reproduction  Unit  is  an  in-house  printing  and  distribution 
center  for  the  Civil  Service  Commission  and  is  responsible  for: 

1.  Printing  forms,  examinations,  reports,  training  materials  and  employ- 
ment information; 

2.  Disseminating  official  Commission  policy  documents,  business  mate- 
rials and  employment  information; 

3.  Pick-up  of  interdepartmental  business  materials,  sorting,  and  deliver- 
ing to  proper  destinations; 

4.  Processing  and  distributing  incoming  mail; 

5.  Pick-up,  sorting,  and  expediting  of  outgoing  mail;  and 

6.  Distributing  all  forms  prescribed  by  the  Commission  for  use  in  all  City 
departments  to  document  personnel  transactions. 


REPRODUCTION  UNIT 

MAIL  DISTRIBUTION 

Fiscal  Year 

Fiscal  Year 

1991-92 

1992-93 

Incoming  Mam 

27,064 

19,078 

Outgoing  Mail 

73,705 

48,415 

Inter-Departmlntai 

165,440 

76,875 

TOTAL 

166,209 

144,368 

10 
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REPRODUCTION  UNIT 

PRINTING  ACTIVITY 

Fiscal  Year 

1991-92 

Fiscal  Year  1992-93 

Percent 
Change 

Number  of 

Number  of 

Printing 

Percent 

Printing 

Percent 

IN 

Unit/Division 

Impressions 

of  Work 

Impressions 

of  Work 

Volume 

Examination  Units: 

Civil  Service  Commission 

1,538,159 

55.1 

959,497 

41.1 

-37.6 

Airport-  Decentralized 

14,430 

0.5 

106,341 

4.6 

+736.9 

Public  Health-Decentralized         81,541 

2.9 

87,050 

3.7 

+1.8 

Social  Service-Decentralized        36,724 

1.3 

6,905 

0.3 

-81.2 

SUBTOTAL: 

1,670,854 

59.9 

1,159,793 

49.7 

-30.6 

Other  Units: 

Administrative  Persowii 

5ER\    678,311 

24.3 

710,743 

30.4 

+4.8 

Certification 

103,675 

3.7 

48,700 

2.1 

-53.0 

Classification 

14,040 

0.5 

26,235 

1.1 

+86.9 

Compensation 

124,644 

4.5 

37,215 

1.6 

-70.1 

Eqlal  Employ  Opportunity 

48,898 

1.8 

74,630 

3.2 

+52.6 

Timeroll  Audit 

5,250 

0.2 

0 

0.0 

-100.0 

Management  Development 

125,735 

4.5 

277,855 

11.9 

+220.1 

Management  Info  Services 

17,975 

0.6 

0 

0.0 

-100.0 

SUBTOTAL: 

1,118,528 

40.1 

1,175,378 

50.3 

+5.1 

GRAND  TOTAL: 

2,789,382 

100.0 

2,335,171 

100.0 

-16.3 
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Personnel  Services  Unit 

The  Personnel  Services  Unit  reviews  a  wide  variety  of  personnel  matters, 
e.g.,  review  of  requisitions,  leaves  of  absence,  seniority,  separations,  in- 
cluding reductions  in  force  (layoffs),  requests  for  additional  employment, 
medical  examinations,  and  other  issues  which  clearly  do  not  fall  within  the 
jurisdiction  of  other  divisions. 

In  addition,  the  unit  staff  develop  and  coordinate  personnel  policies, 
practices,  rules,  forms  and  procedures.  Unit  staff  also  represent  the 
Commission  in  meet  and  confer  negotiations  with  employee  organizations, 
and  research  and  generate  reports  on  behalf  of  City  departments  on  limited 
tenure  appointments,  exceptions  to  the  order  of  layoff,  holdover  place- 
ment, extension  of  holdover  rights,  status  grants,  non-civil  sendee  separa- 
tions, and  medical,  criminal  and /or  background  rejections. 

In  the  November  1991  election,  the  voters  approved  passage  of  Proposi- 
tions C,  D,  and  E.  Proposition  C  removed  from  the  Charter  provisions 
relating  to  employment  tests,  eligible  lists  and  provisional  appointments. 
In  December  1991,  the  Civil  Service  Commission  incorporated  the  Charter 
amendments,  without  any  changes,  into  the  Civil  Service  Commission 
Rules.  During  Fiscal  Year  1992-93,  staff  continued  to  meet  and  confer  with 
employee  organizations  on  the  issues  of  examination,  eligible  lists  and 
temporary  appointments,  and  it  is  anticipated  that  a  rule  amendment  will 
be  presented  to  the  Civil  Service  Commission  in  the  Fall  of  1993. 

Proposition  D  provided  that  certification  of  eligibles  for  employment 
would  be  no  less  than  the  names  of  the  eligibles  with  the  top  three  scores. 
During  Fiscal  Year  1992-93,  the  staff  continued  to  meet  and  confer  with 
employee  organizations  and  department  managers  to  implement  a  certifi- 
cation rule  which  would  allow  for  more  than  the  three  highest  scoring 
eligibles  to  be  certified  under  certain  circumstances.  This  proposed  rule 
amendment  will  be  presented  to  the  Civil  Service  Commission  in  Septem- 
ber 1993. 

Proposition  E  changed  the  dismissal  procedures  significantly  by  allowing 
department  heads  to  discharge  permanent  employees  without  a  hearing  bj 
a  hearing  officer.  A  discharged  employee  may  appeal  to  a  hearing  officer 
after  dismissal  by  the  department  head.  Pending  a  rule  amendment  and 
during  the  meet  and  confer  process,  the  staff  developed  interim  procedures 
for  implementing  dismissals  of  permanent  employees. 
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A  rule  amendment  to  establish  the  procedures  for  and  authority  of  hearing 
officers  is  also  planned  for  presentation  to  the  Civil  Service  Commission  in 

September  1993. 

In  July  1992,  the  Americans  with  Disabilities  Act  (ADA)  became  effective 
for  City  and  County  employees.  Civil  Service  Department  staff  met  with 
the  City  Attorney  and  others  to  develop  procedures  for  implementation  of 
the  ADA  and,  during  the  year,  provided  training  to  departmental  person- 
nel on  ADA  concepts  and  requirements. 

Looking  forward  to  Fiscal  Year  1993-94,  the  staff  will  be  involved  in 
implementation  of  the  Federal  Family  Medical  Leave  Act  (FMLA)  which 
became  operative  on  August  5, 1993.  Planning  will  begin  for  the  possible 
passage  of  the  Charter  amendment  creating  a  Human  Resources  Depart- 
ment. This  department  would  also  eventually  include  employee  relations, 
administration  of  the  Health  Service  System,  Workers'  Compensation 
Program  and  all  health  and  safety  programs.  The  Civil  Service  Commission 
would  be  restructured  as  an  independent  body  with  control  and  oversight 
over  the  civil  service  merit  system.  As  such,  the  Civil  Service  Commission 
would  continue  to  hear  appeals  of  most  personnel  issues. 
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CLASSIFICATION  AND 
COMPENSATION  DIVISION 

CLASSIFICATION  UNIT 


Position  classification  is  a  central  element  in  personnel  management  which 
provides  a  systematic  process  for  identifying  and  describing  work  in  terms 
of  tasks,  duties  and  responsibilities,  and  the  associated  knowledge,  skills 
and  abilities. 

After  positions  are  grouped  into  classes  on  the  basis  of  occupational 
similarity,  specifications  that  describe  the  characteristics  of  each  class  are 
prepared.  In  most  instances,  classes  are  grouped  into  a  series  that  provide 
career  opportunities  in  City  employment. 

This  process  assures  equivalent  treatment  of  similar  positions  in  terms  of 
recruitment,  examination,  pay,  training  and  promotion.  Position  classifi- 
cation is  the  fundamental  element  in  implementing  the  merit  principles  of 
equal  pay  for  equal  work. 

Work  Program  Detail 

The  Classification  Unit  operates  the  central  program  responsible  for  plan- 
ning, coordinating  and  conducting  the  majority  of  the  classification  studies 
of  approximately  29,582  positions.  At  the  direction  of  the  Commission  to 
reduce  the  number  of  classifications,  155  classes  were  abolished.  The 
number  of  classes  as  of  June  30,  1993: 

FY  92-93 

Civil  Service  classifications  1386 

Exempt  classifications  302 

Total  number  of  classifications  1688 


The  unit's  program  involves  classification  of  new  positions,  reclassification 
of  existing  positions,  recommendations  or  the  staffing  of  organization 
units,  the  resolution  ot  classification  problems  by  research  and  survej 

position  audits.. ind  preparation  of  reports,  letters,  memoranda,  and  S.iI.ha 
Ordinance  Amendment  Legislation, 
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Unit  Activities 


1992-93  Fiscal  Year 


A.  Classes  established,  consolidated  and  abolished    188* 

B.  Positions  classified /reallocated  797 

C.  Classification  reports  calendared  53* 

D.  Salary  Ordinance  Amendments  prepared  15 

E.  Requisitions  7173 


Notes: 


This  figure  includes  31  neiv  classes  established,  155  classes 
abolished,  and  2  consolidated. 

This  figure  reflects  the  following  detailed  classification 
actions:  24  personal  services  contract  reports  (976  contracts), 
36  specification  amendments,  797 positions  classified/reallocated, 
31  nczr  classes  established,  and  1 35  classes  abolished. 


CLASSIFICATION  PROGRAM 
ACTIVITIES 


Department  of  Public  Works 

As  a  result  of  work  order  funding  from  the  department,  the  Classification 
Unit  was  successful  in  resolving  the  backlog  of  positions  requiring  classi- 
fication action.  A  total  of  184  positions  were  classified  by  the  Commission. 
This  work  included  creating  a  "generic"  Bureau  Chief  class,  consolidating 
two  classes  of  Assistant  Superintendent  in  Building  Inspection,  and  com- 
pleting the  career  ladder  by  adding  a  senior  level  in  the  Plumbing  Inspector 
series. 

Department  of  Social  Services 

A  major  classification  study  has  been  completed,  and  subsequently  ap- 
proved for  implementation  by  the  Civil  Service  Commission  in  March, 
1993.  Ralph  Andersen  and  Associates  had  been  under  contract  to  complete 
a  comprehensive  classification  and  performance  standards  study  involv- 
ing classes  in  the  Department  of  Social  Services.  In  early  1991 ,  the  study  was 
expanded  to  include  a  review  of  the  positions  related  to  Class  2903 
Eligibility  Worker  in  the  Department  of  Public  Health. 
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The  study  involved  a  survey  of  967  positions  in  the  Department  of  Social 
Services  and  127  positions  in  the  Department  of  Public  Health.  Recommen- 
dations included  establishing  the  following  six  new  classifications:  Class 
2913  Program  Specialist,  Class  2915  Program  Specialist  Supervisor,  Class 
2917  Program  Support  Analyst,  Class  2952  Executive  Assistant  to  the 
General  Manager,  Class  2964  Director,  Budget  and  Planning,  Class  2968 
Social  Services  Manager,  Investigations. 

Further  recommendations  included  amending  specifications  for  twenty 
classifications,  retitling  four  classes,  abolishing  ten  classes,  and  advising  the 
Decentralized  Civil  Service  Unit  of  the  Department  of  Social  Services  to 
conduct  examinations  in  the  newly  established  classes. 

Department  of  Public  Health 

To  reflect  the  current  organizational  structure  of  the  Paramedic  Division, 
Class  2529  Assistant  Chief,  Paramedic  Division,  was  established  to  manage, 
under  direction  of  the  Chief,  the  Central  Medical  Dispatch  (CMED)  or 
Paramedic  Academy.  The  class  specification  for  Class  2531  Assistant 
Chief,  Paramedic  Division  was  retitled  and  amended  to  Deputy  Chief, 
Paramedic  Division,  with  responsibilities  to  include  directing  the  clinical 
and  administrative  activities  of  personnel  within  Field  Operations,  the 
major  administrative  component  of  the  Paramedic  Division.  Part  of  this 
classification  action  included  the  recommendation  to  abolish  two  existing 
classifications. 

The  class  specification  for  Class  2660  Administrative  Chef  was  retitled  and 
amended  to  Assistant  Director,  Food  Services  to  accurately  reflect  the  duties 
of  the  position  within  the  current  organizational  structure  of  San  Francisco 
General  Hospital  and  Laguna  Honda  Hospital.  The  class  specification  for 
Class  2850  Director,  Women,  Infant  and  Children's  Program,  DPH  was 
amended  and  retitled  to  Director  of  Nutrition  Services,  DPH  to  reflect  a 
departmental  reorganization  and  the  current  responsibility,  under  general 
direction,  for  planning,  organizing,  and  coordinating  all  nutrition  services 
within  the  Department  of  Public  Health. 

TheCivil  Service  Commission  approved  the  concept  of  an  "African  Ameri- 
can Health  Services  Specialist"  conditional  waiver  to  allow  the  Department 
of  Public  Health  to  employ  personnel  sensitive  to  the  unique  health 
concerns  of  African  Americans  and  provide  more  effective  service  to  those 
clients/patients. 
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San  Francisco  Water  Department 

The  San  Francisco  Water  Department  provided  work  order  funds  for  one 
position  in  Class  1242  Personnel  Analyst  which  resulted  in  the  following 
classification  work: 

-  a  74%  reduction  in  the  number  of  backlog  positions  subject  to  classifica- 
tion; 

-  classification  of  26  positions; 

-  identification  and  preliminary  research  on  the  consolidation  of  four 
mid-level  manager  positions;  and 

-  consultation  and  review  of  preliminary  staffing  plans  for  the  Hetch 
Hetchy  Water  Treatment  Plant  Project.  Further  consultation  and  review 
on  this  project  is  expected  to  continue  during  FY  1993-94. 

Redevelopment  Agency 

The  Redevelopment  Agency  had  an  agency-wide  classification  and  com- 
pensation survey  performed  by  a  contractor,  Shannon  Associates.  Previ- 
ously, the  compensation  policy  of  the  Agency  has  been  to  compare  their 
positions  to  comparable  positions  in  Civil  Service  classes  and,  where  a 
match  is  indicated,  utilize  the  salary  of  the  City  class  for  their  comparable 
class.  Due  to  this  policy,  the  Redevelopment  Agency  provided  funding  for 
the  Civil  Service  Classification  Unit's  assistance  to  the  Agency  and  the 
contractor  regarding  the  City's  classified  service.  A  senior  member  of  staff 
assisted  the  Agency  in  selecting  the  contractor,  and  worked  with  the 
contractor  to  gather  information  and  provide  expertise  regarding  appro- 
priate use  of  City  classes. 


Citywide  Accountant  Classification  Study 

A  contractor  has  been  selected  to  survey  all  positions  citywide  in  Classes 
1650  Accountant  and  1652  Senior  Accountant.  The  survey  is  a  result  of  a 
request  by  a  joint  labor/management  committee  that  the  Civil  Service 
Commission  consider  the  advisability  of  designating  Classes  1650  and  1652 
as  "flex  staffing"  classes.  The  contractor  will  begin  audit  work  in  August 
1993. 
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Citywide  Data  Processing  Classification  Project 

Public  Administration  Service,  a  consulting  firm  under  contract  to  the  Civil 
Service  Commission,  continued  to  provide  professional  services  in  the 
performance  of  the  Data  Processing  Classification  Project.  The  primary 
objective  of  this  project  is  to  develop  and  implement  a  data  processing 
classification  plan  that  will  enhance  the  City's  ability  to  recruit  and  retain 
qualified  data  processing  professionals  and  allow  them  to  make  optimal 
use  of  their  skills. 

The  data  processing  classification  plan  was  developed  and  has  been  widely 
accepted  by  the  data  processing  personnel  included  in  the  project.  In 
addition  to  the  pending  adoption  of  the  classification  plan  in  Fiscal  Year 
1993-94,  a  dedicated  3-person  team  will  be  selected  to  finalize  the  classifi- 
cation and  examination  processes  for  these  classes. 

Special  Assistant  Series 

At  the  request  of  the  Acting  General  Manager,  Personnel,  a  new  Special 
Assistant  series  was  created.  The  new  eighteen  level  series  consolidates 
thirty-one  (31)  classes  in  the  three  former  series  of  Assistant  to  the  Mayor, 
Assistant  to  the  CAO,  and  Staff  Assistant,  Special  Project,  resulting  in  a  net 
reduction  of  thirteen  (13)  classes. 

Classification  Unit  staff  prepared  the  report  and  worked  extensively  with 
departments  to  ensure  a  smooth  transition  to  the  new  series,  effective  the 
beginning  of  the  93/94  fiscal  year 

Classification  Activities  Related  to  Layoffs 

Due  to  theCity's  fiscal  crisis,  departments  projected  reductions  in  their  work 
forces,  resulting  in  employee  movement  within  or  between  departments, 
as  well  as  layoffs.  Special  conditions,  referred  to  as  Exceptions  to  the  Order 
of  Layoff,  were  requested  by  departments  when  they  deemed  a  special  skill 
or  ability  beyond  the  minimum  requirements  was  needed  for  a  particular 
position.  TheClassificationUnit  prm  ided  analyses  and  recommendations 
for  these  requests. 
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PROJECTED  CLASSIFICATION 
ACTIVITIES 


The  State  of  California  passed  a  bill  (AB408)  on  September  29, 1992  requiring 
transfer  of  functions  for  the  enforcement  and  prosecution  of  parking  of- 
fenses from  Municipal  Court  to  the  Department  of  Parking  and  Traffic  by 
January  1,  1994.  The  department  will  be  responsible  for  adjudicating  and 
processing  notices  of  parking  violations,  notices  of  delinquent  parking 
violations  and  the  collection  of  citation  fines.  Classification  Unit  staff  is 
working  closely  with  the  department  to  transfer  approximately  ten  (10) 
court  related  classifications  and  seven  (7)  civil  service  classifications  consist- 
ing of  sixty-nine  (69)  total  positions  for  the  newly  established  Parking 
Citation  Program. 

The  Department  of  Public  Health  is  preparing  to  deliver  and  manage  health 
care  services  within  the  context  of  Managed  Care.  The  restructuring  of  the 
department  with  regards  to  the  Health  Centers  has  become  crucial  as  health 
care  systems  at  the  federal,  state  and  local  levels  transition  to  managed  care 
with  emphasis  on  increased  preventive  health  service  delivery  and  the 
assignment  of  a  primary  care  provider  for  each  client.  The  unit  will  be 
working  with  the  decentralized  Public  Health  Classification  Unit  to  propose 
changes  in  the  class  plan  to  address  these  needs. 

Hetch  Hetchy  Water  and  Power  has  initiated  a  classification  and  wage  study 
to  be  conducted  by  Synergic  Resources  during  Fiscal  Year  1993-94.  The 
study  will  address  Hetch  Hetchy's  organizational  concerns  regarding  bulk 
power  operations,  includ  ing  Moccasin  powerhouse  operation,  power  sched- 
uling, load  accounting  and  bulk  power  billing.  Twenty  positions  in  nine 
different  classifications  will  be  reviewed.  Classification  staff  will  work 
closely  with  the  consultant  and  department  administrators  to  ensure  that 
the  end  product  is  in  concert  with  Civil  Service  Commission  requirements 
and  policy. 

In  response  to  the  Civil  Service  Commission's  May  1992  policy  directive  on 
reducing  the  number  of  classifications,  unit  staff  will  be  consolidating 
single-position  classes  when  appropriate,  closely  reviewing  new  requests 
for  classes  to  assess  where  existing  classes  can  be  amended  or  expanded,  and 
continuing  to  abolish  classes  as  warranted. 
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COMPENSATION  UNIT 

The  primary  function  of  the  Compensation  Unit,  with  its  sub-units  Labor 
Relations  and  Payroll  Audit,  is  to  survey  prevailing  rates  of  pay  for  all  City 
employees,  including  pay  equity,  according  to  the  provisions  of  the  Char- 
ter. Other  duties  include  conducting  fringe  benefit  and  specialized  surveys 
at  the  request  of  the  Commission  or  Board  of  Supervisors;  completing 
salary  questionnaires  for  other  agencies;  implementing  the  Salary  Plan  by 
coordinating  salary  matters  with  all  City  departments;  performing  labor 
relations  activities  as  required  by  the  Employee  Relations  Ordinance;  and 
conducting  routine  payroll  audit  functions. 


Salary  Standardization,  by  Charter,  is  divided 
into  four  major  categories: 

1.  Miscellaneous  Employees  -  Charter  Sections  8.400,  8.401,  8.407  and 
8.407-1  and  8.409; 

2.  Registered  Nurse  Classifications  -  Charter  Section  8.403; 

3.  Municipal  Railway  Transit  Operators  -  Charter  Section  8.404 

4.  Police  and  Fire  -  Charter  Sections  8.405  and  8.590. 


The  following  sections  describe  methods  of  determining  pay  rates  and 
some  of  the  working  conditions  for  the  four  major  categories. 

Miscellaneous  Employees 

In  November  1991,  the  electorate  approved  Proposition  B  which  added 
Section  8.409  to  the  Charter,  allowing  represented  Miscellaneous  employ- 
ees to  engage  in  collective  bargaining  to  set  wages,  benefits  and  working 
conditions.  In  Fiscal  Year  1992-93  only  three  employee  organizations,  the 
Union  of  American  Physicians  and  Dentists;  SEIU  Locals  250,  535  and  790; 
and  the  International  Federation  of  Professional  and  Technical  Employees, 
Local  21;  opted  out  of  the  formula  approach  of  Charter  Section  8.40"  into 
collective  bargaining. 
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Charter  Section  8.407  requires  the  Commission  to  conduct  a  comprehensive 
investigation  and  survey  of  basic  pay  rates,  wages  and  salaries  in  other 
governmental  jurisdictions  and  private  employment  for  like  work  and  like 
service,  based  on  job  classifications  primarily  in  the  Bay  Area. 

It  also  requires  the  Commission  to  base  its  findings  on  facts  and  data 
collected  regarding  the  generally  prevailing  pay  rates  for  each  benchmark 
class.  Salary  data  must  first  be  collected  from  the  Bay  Area  counties  of 
Alameda,  Contra  Costa,  Marin,  San  Mateo,  San  Francisco  and  Santa  Clara. 
If  there  is  insufficient  salary  data  available  from  these  jurisdictions,  the 
Commission  may  survey  other  major  public  agencies  in  the  State,  utilizing 
only  data  from  those  classes  for  which  more  than  3,000  persons  are 
employed  by  the  agency.  The  Charter  stipulates  that  the  salary  data  from 
public  agencies  is  to  be  collected  from  five  Bay  Area  counties;  the  ten  most 
populous  cities  in  these  counties;  agencies  of  the  State  and  Federal  govern- 
ment; and  school  districts  and  other  special  districts  in  these  counties. 

The  Commission  also  collects  basic  pay  rate  data  from  the  recognized 
governmental  Bay  Area  salary  survey  of  private  employers  in  the  City  and 
County  of  San  Francisco  and  Bay  Area  counties  of  Alameda,  Contra  Costa, 
Marin,  San  Mateo  and  Santa  Clara.  The  data  collected  is  limited  to  rates  of 
pay  and  salaries  actually  being  paid  by  private  employers  for  like  work  and 
like  service. 

Charter  Section  8.407  defines  the  term  "prevailing  rates  of  wages"  as  the 
rate  ranges  developed  from  the  weighted  average  of  the  midpoints  of  the 
basic  rates,  excluding  fringe  benefits,  for  surveyed  public  employment,  and 
the  median  of  the  pay  rates  for  private  employment.  It  stipulates  that  the 
Board  of  Supervisors  shall  not  set  the  maximum  rate  of  pay  for  any  class  in 
excess  of  the  maximum  prevailing  rate  for  the  class  and  further  provides 
that  no  employees  shall  have  the  basic  pay  rate  reduced. 

Beginning  in  June  1992,  employee  representatives  and  employees  were 
invited  to  request  salary  adjustments  supported  with  any  information  or 
data  that  would  justify  such  adjustments.  The  data  presented  was  re- 
viewed, analyzed  and  modified  for  a  period  of  approximately  four  months. 
Salary  recommendations  were  not  finalized  until  public  hearings  were 
held,  at  which  time  employees,  employee  organization  representatives,  and 
representatives  of  civic,  public  and  professional  organizations  were  given 
an  opportunity  to  express  their  views  on  salary  standardization. 
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For  Fiscal  Year  1992-93,  the  Civil  Service  Commission  made  two  significant 
changes  to  the  salary  survey  methodology.  First,  it  increased  the  number 
of  benchmarks  from  fifty- three  to  sixty-nine.  This  change  was  designed  to 
make  certain  that  our  survey  accurately  reflected  the  rates  paid  in  the  local 
labor  market  as  required  by  Charter  Section  8.407.  Second,  in  part  based 
upon  recommendations  by  the  Controller's  Audit  Division  and  the  Budget 
Analyst's  Office  of  the  Board  of  Supervisors,  only  one  salary  survey  was 
conducted  instead  of  the  two  (Preliminary  and  Final)  which  were  always 
conducted  in  the  past.  Inasmuch  as  only  the  Final  Survey  actually  was 
utilized  by  the  Commission  and  the  Board  of  Supervisors  to  set  rates  of  pay 
pursuant  to  Charter  Section  8.407,  the  Commission  felt  that  one  survey  was 
sufficient  and  that  staff  time  would  be  better  spent  constructing  new 
benchmarks,  obtaining  new  salary  data  for  those  benchmarks,  analyzing 
internal  adjustment  requests  and  other  meet  and  confer  and  labor  relations 
activities. 

In  March  1993,  the  recommended  schedules,  based  on  the  survey  together 
with  the  existing  schedules  of  compensation,  were  approved  by  the  Com- 
mission. The  data  contained  in  a  report,  Salary  and  Wage  Survey,  was 
obtained  from  over  50  individual  public  jurisdictions  in  California,  the 
Federal  Government,  the  State  of  California  and  the  Bay  Area  Salary  Survey 
Committee. 

The  Civil  Service  Commission  recommendations  were  submitted  to  the 
Board  of  Supervisors  for  their  consideration.  The  Board  then  adopted  these 
recommendations.  The  new  salary  schedules  represented  increases  rang- 
ing from  3.5%  to  16%  The  average  percentage  increase  recommended  was 
approximately  2.2%. 

Due  to  the  large  budget  deficit  facing  the  City  and  County  of  San  Francisco, 
the  Mayor  vetoed  the  Ordinance  containing  the  new  pay  rates  for  Fiscal  Year 
1992-93.  The  Board  of  Supervisors  did  not  override  the  Mayor's  veto. 
Therefore,  there  was  no  general  increase  based  on  the  Charter  Section  8.407 
survey  for  City  employees  for  Fiscal  Year  1992-93.  The  only  increase  went 
to  employees  receiving  pay  equity  adjustments  pursuant  to  Charter  Section 
8.407-1. 


Pay  Equity 
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The  Compensation  Unit  is  now  entering  into  its  seventh  year  of  adminis- 
tering the  City's  pay  equity  program.  This  responsibility  was  placed  within 
the<  ommission's  purview  by  the  passage  of  Proposition  H  in  the  No\  ern 
her  L986  election  and  the  addition  of  Section  8.407-1  to  the  <  itj  (  barter 
[he  Commission  was  mandated  to  <  onducl  a  pay  equitj  survey  ea<  h  yeai 
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comparing  City  classifications  disproportionately  occupied  by  minorities 

and  women,  and  City  classifications  not  disproportionately  occupied  by 
minorities  and  women.  Additionally,  the  staff  was  required  to  conduct  the 
survey  in  accordance  with  standards  and  guidelines  of  similar  surveys  in 
other  governmental  jurisdictions  and  private  employment,  and  to  make 
use  of  the  data  acquired  from  these  entities. 

Because  of  the  lack  of  an  internal  point-factor  evaluation  system,  staff  has 
been  obligated  to  rely  primarily  on  the  data  of  other  agencies  which  had 
made  use  of  point-factor  evaluation  systems.  With  the  aid  of  data  acquired 
from  three  California  jurisdictions  and  the  State  of  Washington,  the  staff  has 
developed  an  interim  methodology  providing  comparisons  between  the 
studies  evaluated  and  City  benchmark  classes  disproportionately  occupied 
bv  minorities  and  women. 

In  situations  where  staff  could  not  find  an  appropriate  comparison  for  a 
women-dominated  or  minority-dominated  benchmark  class,  staff  recom- 
mended that  the  class  be  granted  the  same  pay  equity  adjustment  as  other 
women-  or  minority-dominated  classes  with  similar  levels  of  duties, 
responsibilities  and  compensation. 

Because  the  Commission  has  strong  reservations  about  the  continued  use 
of  what  was  only  intended  to  be  an  interim  method,  it  recommends  that  the 
City  revise  the  current  methodology  to  reflect  local  conditions  and  prac- 
tices. 

As  a  result  of  negotiations  between  the  Office  of  the  Mayor's  Employee 
Relations  Division  and  employee  organizations,  the  Pay  Equity  Agreement 
for  classifications  represented  by  the  Service  Employees  International 
Union  (SEIU)  was  extended  through  June  30,  1994.  This  agreement 
continues  to  provide  3%  salary  adjustments  to  those  classes  which  retain 
eligibility  under  the  terms  of  the  prior  agreement. 

Non-SEIU  classes  as  well  as  classes  whose  salaries  are  below  $45,000  per 
year  at  the  fifth  step,  including  those  represented  by  other  employee 
organizations,  will  not  receive  an  increase  in  pay  equity  but  will  be  able  to 
retain  current  pay  equity  adjustments  if  they  meet  previously  agreed  upon 
eligibility  requirements  included  in  prior  contracts.  The  future  of  pay  equity 
adjustments  will  be  governed  primarily  by  negotiations  between  the 
Employee  Relations  Division  and  employee  organizations. 

Pursuant  to  the  Charter  mandate,  the  Pay  Equity  report  submitted  by  the 
Commission  for  Fiscal  Year  1992-93  consisted  of  a  new  report  and  updated 
materials  which  included  new  work  force  composition  report  appendices, 
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an  updated  summary  of  relevant  survey  data  used  to  identify  pay  equity 
differentials,  and  an  updated  and  revised  pay  equity  differential  booklet. 

The  report  notes  that  pay  gaps  on  some  of  the  benchmarks  are  narrowing 
as  a  result  of  prior  pay  equity  adjustments.  Subsequently,  this  inevitable 
narrowing  of  pay  gaps  has  resulted  in  no  increase  or  a  slight  decrease  in  pay 
equity  for  those  classes  which  would  otherwise  have  been  eligible  for 
contractual  3%  pay  equity  increases.  The  reduction  of  salary  gaps  may  be 
attributed  to  the  success  of  the  pay  equity  program  which  alleviated  prior 
salary  inequities. 

Registered  Nurse  Classifications 

Charter  Section  8.403  provides  the  method  for  setting  salaries  for  all  classes 
which  require  a  Registered  Nurse  license. 

For  the  acute  care  staff  nurse  classification,  under  this  method,  the  Commis- 
sion is  required  to  certify  to  the  Board  of  Supervisors  the  highest  prevailing 
salary  schedule  in  effect  on  April  15  granted  by  collective  bargaining 
agreement  to  comparable  registered  nurse  employees  in  public  and  private 
employment  in  the  six  Bay  Area  counties.  The  Charter  then  requires  the 
Board  of  Supervisors  to  set  a  rate  of  pay  for  such  nurses  not  to  exceed  the 
schedule  certified  by  the  Commission. 

Accordingly,  the  Commission  certified  that  the  highest  prevailing  maxi- 
mum rate  was  $27.84  per  hour  (approximately  $4844.00  per  month).  The 
Board  of  Supervisors  then  adopted  a  maximum  rate  of  $27.04  per  hour 
(approximately  $4705.00  per  month),  an  increase  of  approximately  5%. 

Municipal  Railway 

Staff  conducts  a  survey  of  transit  systems  in  the  United  States  operating 
primarily  within  cities  having  a  population  of  not  less  than  500,000  and 
normally  employing  not  less  than  400  transit  operators.  The  Commission 
then  certifies  to  the  Board  of  Supervisors  the  average  of  the  two  highest 
wage  schedules  in  effect  on  July  1  for  comparable  employees  in  the  systems 
certified  in  the  report.  The  Board  of  Supervisors  then  fixes  a  wage  schedule 
which  shall  not  exceed  the  average  of  the  two  highest  wage  schedules 
certified  by  the  Commission. 

For  Fiscal  Year  1992-93,  the  survey  that  follows  shows  thai  the  Santa  ( lara 
County  Transit  District  and  Washington  Metropolitan  Area  [ransit    \n 
thority  paid  the  highest  rates  for  platform  personnel  .is  ol  [ulj  I 
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The  average  of  the  two  was  $17,985  per  hour,  effective  July  1,  1992. 
However,  due  to  the  substantial  budget  deficit  facing  the  City,  there  was  no 
salary  increase  for  transit  operators  for  Fiscal  Year  1992-93. 


TRANSIT  OPERATOR  SALARY  SURVEY 

JULY  1,  1992 

Maximum                                             N 

o.  of 

Hourly 

City 

Oper. 

Transit  Company 

Rate 

San  Francisco,CA 

1983 

San  Francisco  Municipal  Railway 

17.55 

San  Jose,  CA 

1004 

Santa  Clara  County  Transit  District 

18.33 

Washington,  D.C. 

2472 

Washington  Metro  Area  Transit  Authori 

ty  17.64 

Boston,  MA 

2028 

Massachusetts  Bay  Trans.  Authority 

17.57 

Los  Angles,  CA 

4293 

Southern  California  Rapid  Transit  Dist. 

17.28 

New  York,  NY 

8000 

New  York  City  Transit  Authority 

16.94 

Chicago,  IL 

5400 

Chicago  Transit  Authority 

16.40 

Seattle,  WA 

1804 

Municipality  of  Metropolitan  Seattle 

16.67 

San  Diego,  CA 

580 

San  Diego  Transit  Corporation 

15.37 

Baltimore,  MD 

1209 

Maryland  Mass  Transit  Administration 

15.32 

Cleveland,  OH 

1230 

Greater  Cleveland  Regional  Transit 

14.50 

Philadelphia,  PA 

2500 

Southeastern  Pennsylvania  Transit 

14.43 

Columbus,  OH 

440 

Central  Ohio  Transit  Authority 

14.34 

Milwaukee,  WI 

924 

Milwaukee  County  Transit  System 

14.14 

Houston,  TX 

1250 

Metropolitan  Transit  Authority 

12.95 

Phoenix,  AZ 

518 

Phoenix  Transit  System 

12.77 

Detroit,  MI 

1100 

Detroit  Department  of  Transportation 

12.61 

Dallas,  TX 

750 

Dallas  Area  Rapid  Transit  System 

12.38 

San  Antonio,  TX 

598 

VIA  Metropolitan  Transit 

11.76 

Police  and  Fire 


In  November  1990,  the  electorate  approved  amending  the  Charter  by 
adding  Sections  8.590-1  through  8.609-7  which  establishes  collective  bar- 
gaining for  the  uniformed  forces  of  the  Police  and  Fire  Departments  as  well 
as  the  Airport  Police  Officer  classifications.  Beginning  with  Fiscal  Year 
1991-92,  the  salary  survey  required  by  Charter  Section  8.405  will  be  utilized 
by  the  Retirement  System  as  the  minimum  rate  in  determining  compensa- 
tion for  retired  employees  of  the  Police  and  Fire  Departments. 

Fiscal  Year  1991-92  was  the  first  year  that  rates  for  Police  and  Fire 
employees  were  established  through  collective  bargaining  under  the  new 
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Charter  section.  Due  to  the  large  budget  deficit  facing  the  City,  there  was 
no  salary  increase  for  Fiscal  Year  1991-92.  However,  for  Fiscal  Year  1992- 
93,  the  uniformed  forces  received  an  increase  of  5%. 

In  spite  of  the  new  collective  bargaining  process,  the  Commission  was  still 
obligated  to  conduct  its  salary  survey,  in  accordance  with  Charter  Section 
8.405,  to  use  as  the  basis  for  determining  the  rate  to  be  paid  to  retired 
members  of  the  uniformed  forces  of  the  Police  and  Fire  departments.  The 
survey  produced  a  rate  of  $3806  per  month  (1/2/93  -  $3827  per  month), 
representing  an  increase  of  approximately  4.26%  (1/2/93  -  4.85%).  The 
actual  survey  results  follow. 


Police  Officer  Salary  Survey 

for  Retirement  F 

urposes 

Fiscal  Year  1992-93 

7-1-92 

1-2-93 

Motorcycle 

Max 

Motorcycle   Max 

City 

Class  Title 

Salary 

Pay 

Salarv 

San  Francisco 

Pol 

ce  Officer 

236 

3650 

236 

3650 

Fresno 

Pol 

ce  Officer 

— 

3875 

... 

3875 

Long  Beach 

Pol 

ce  Officer 

350 

3437 

350 

3437 

Los  Angeles 

Pol 

ce  Officer  II 

431 

3917 

431 

3917 

Los  Angeles 

Pol 

ce  Officer  III 

— 

4138 

... 

4138 

Oakland* 

Pol 

ce  Officer 

191 

3823 

195 

3899 

Oakland 

Pol 

ce  Officer 

201 

4015 

205 

4095 

Sacramento 

Pol 

ce  Officer 

... 

3288 

.... 

3288 

San  Diego 

Pol 

ce  Officer  II 

122 

3679 

122 

3715 

San  Jose 

Police  Officer 

204 

4078 

204 

4078 

1499 

34250 

1507 

34442 

Averages 

249.83 

3805.56 

251.17 

3826.89 

%  Increases 

4.26% 

4.85% 

LABOR  RELATIONS  UNIT 


The  Labor  Relations  Unit  performs  functions  required  by  the  City's  Employee 
Relations  Ordinance,  including  certification  of  the  appropriate  employee  organiza- 
tion to  represent  employees  for  negotiation  purposes;  investigation  ol  unfair  labor 
practices  charges;  and  administration  of  complaints  regarding  the  assignment  ol 
classes  to  bargaining  units  or  the  designation  of  employees  .is  Management, 
Supervisory  or  Confidential.  Civil  Service  Commission  Rule  21  was  adopted  to 

provide  specific  administrative  procedures  to  carry  out  these  Functions  whit  h  were 
assumed  by  the  Commission  in  August  1976. 
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Employee  Organization  Certification  or  Decertification 

An  employee  organization  may  petition  to  become  the  recognized  or 
"official"  representative  for  a  bargaining  unit  composed  of  classes  with 
similar  duties  and  responsibilities  (i.e.,  community  of  interest). 

Formal  recognition  of  an  employee  organization  entitles  it  to  rights  and 
responsibilities  as  specified  in  the  Employee  Relations  Ordinance  (ERO), 
such  as  the  right  to  meet  and  confer  with  City  representatives  and  to  sign 
binding  contracts  (Memoranda  of  Understanding)  on  behalf  of  City  em- 
ployees. Employee  organizations  may  become  recognized  by  petitioning 
the  Labor  Relations  Unit  for  an  election.  Upon  receipt  of  a  valid  petition, 
staff  conducts  a  secret  ballot  election.  Such  elections  involve  arranging  for 
a  pre-election  conference  to  determine  the  date,  time  and  place  of  the 
election,  and  eligible  voters.  A  majority  of  those  voting  determines  the 
results.  After  resolving  any  protest  over  the  conduct  of  the  election,  staff 
formally  certifies  the  elected  employee  organization,  if  any,  to  represent  the 
employees  in  their  labor  relations  with  the  City  and  County.  Staff  may  also 
conduct  decertification  or  "recall"  elections.  This  occurs  when  a  group  of 
employees  or  an  employee  organization  submits  proof  that  a  sufficient 
number  of  the  affected  employees  no  longer  wish  to  be  represented  by  a 
particular  organization. 

An  employee  organization  may  also  gain  recognition  status  by  submitting 
documents  proving  that  the  organization  has  historically  represented 
employees  in  the  bargaining  unit.  After  researching  the  matter,  the  staff 
certifies  the  organization  as  the  official  representative,  or  if  the  matter  is 
under  dispute,  orders  that  an  election  be  held.  During  the  past  fiscal  year, 
staff  conducted  two  recognition  elections  for  the  supervisory  counselors 
and  the  legal  assistants  and  began  preparations  for  two  decertification 
elections  involving  over  1,400  employees. 

Unfair  Labor  Practice  Charges 

The  Labor  Relations  Unit  also  investigates  Unfair  Labor  Practice  Charges 
(ULPC).  Initially,  staff  determines  if  the  charge  presents  a  "prima  facie" 
case.  The  charged  party  is  requested  to  respond  in  writing  to  the  allega- 
tions. Staff  then  attempts  to  resolve  the  dispute  by  identifying  the  key  issues 
and  contacting  each  of  the  parties.  A  settlement  conference  may  be  held 
wherein  staff  mediates  the  dispute  by  reviewing  the  issues  with  the  parties 
and  proposing  possible  remedies.  If  mediation  is  not  successful,  the  charge 
is  referred,  in  whole  or  in  part,  to  an  Administrative  Law  Judge  for  hearing 
and  final  determination.  When  hearings  are  required,  staff  conducts  a  pre- 
hearing conference  to  clarify  the  issues  and  to  set  the  date,  time  and  place 
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of  hearing.  In  Fiscal  Year  1992-93  thirty  Unfair  Labor  Practice  Charges  were 
investigated. 
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Complaints 

The  Labor  Relations  Unit  handles  complaints  involving  the  allocation  of 
classes  to  bargaining  units,  or  the  assignment  of  a  Management,  Supervi- 
sory or  Confidential  designation.  This  is  in  accordance  with  the  Employee 
Relations  Ordinance  (ERO)  which  outlines  fifteen  bargaining  units,  some 
of  which  are  divided  into  sub-units.  These  units  are  composed  of  classes 
with  similar  duties  and  responsibilities  for  negotiation  purposes.  The  ERO 
also  specifies  that  some  employees  may  be  designated  as  Management, 
Supervisory  or  Confidential  because  of  the  nature  of  their  duties  and  their 
functional  role  within  a  department. 

The  Mayor's  Employee  Relations  Division  is  responsible  for  assigning 
classes  to  units  as  well  as  for  assigning  Management,  Supervisory  or 
Confidential  designations  after  consulting  with  department  heads.  Both 
actions,  unit  determinations  and  designation  assignments,  may  be  pro- 
tested by  filing  a  complaint  with  the  Civil  Service  Commission.  Staff 
reviews  these  complaints  and  attempts  to  mediate  the  dispute.  If  mediation 
is  not  possible,  staff  arranges  for  the  issue  to  be  resolved  by  an  Adminis- 
trative Law  Judge.  In  Fiscal  /ear  1992-93,  staff  received  fifty-four  com- 
plaints. 

Labor  Relations  Program  Highlights 

The  passage  of  Proposition  B  on  the  November  1991  ballot  continues  to 
significantlyimpacttheCornmission's  Labor  Relations  activities  in  volume 
as  well  as  complexity.  Proposition  B  added  Charter  Section  8.40^  which 
created  a  collective  bargaining  option  for  miscellaneous  employees.  It  also 
provided  a  mechanism  for  represented  employees  to  remain  in  Charter 
Section  8.407  under  the  salary  survey  setting  methodology.  Therefore,  it 
became  critical  for  previously  unrepresented  employees  to  gain  recogni- 
tion status  in  order  to  avail  themselves  of  the  option  to  remain  under  8.407. 
Consequently,  the  Mayor's  Employee  Relations  Division  assigned  hun- 
dreds of  previously  unrepresented  classifications  to  bargaining  units.  This 
resulted  in  voluminous  complaints  filed  with  the  Commission,  by  both 
affected  employees  as  well  as  employee  organizations,  protesting  the 
bargaining  unit  assignments.  Over  120  complaints  are  still  pending  with 
the  Commission.  Proposition  B  also  created  the  need  tor  st.itt  to  conduct 
moreelei  tions,  in  some  cases  involving  bargaining  units  with  hundreds  ol 

employees.  Prior  to  the  adoption  ol  Proposition  B,  statt  typi<  ally  handled 
several  unit  complaints,  nomore  than  one  ortwo  elections  and  investigated 
fewer  than  ten  (10)  Unfair  1  abor  Practice  ( lharges  per  Rs<  al  yeai 
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To  date  three  employee  organizations  (Service  Employees'  International 
Union,  Locals  790,  535  and  250;  International  Federal  of  Professional  and 
Technical  Engineers,  Local  21;  and  the  United  Association  of  Physicians 
and  Dentists)  have  opted  into  collective  bargaining  under  8.409.  The 
substantial  increase  in  the  number  and  complexity  of  Unfair  Labor  Practice 
Charges  reflects  the  City's  increasingly  sophisticated  labor  relations  activi- 
ties. 


Payroll  Audit  Unit 


Because  of  the  conversion  of  timerolls  to  compu  teriza  tion  by  the  Controller's 
Payroll  and  Personnel  Services  Division  (PPSD),  the  Payroll  Audit  Unit  is 
concerned  primarily  with  the  establishment  and  maintenance  of  certain 
personnel  records,  and  the  auditing  of  Personal  Action  Reports  (PARs)  and 
Exception  Reports  for  City  departments. 

It  is  anticipated  that  all  personnel  record-keeping  will  eventually  be 
computerized  by  PPSD.  The  Commission  has  convened  meetings  with  the 
Controller's  Office  to  formalize  an  agreement  to  automate  several  audit 
functions  and  to  delineate  responsibilities  for  the  auditing  of  payrolls. 
Procedural  automation  will  undoubtedly  improve  the  efficiency  of  the 
unit's  current  functions. 


Payroll  Audit  Unit 

Fiscal  Year  1992-93 

PARs  Audited 

36,000 

Exception  Reports  Audited 

20,000 

Personnel  Transactions  Recorded 

(i.e.,  appointments,  separations, 

reassignments,  leaves,  suspensions, 

layoffs,  in-lieu  payments) 

38,000 
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EQUAL  EMPLOYMENT 

OPPORTUNITY/ 

AFFIRMATIVE  ACTION  DIVISION 


The  Equal  Employment  Opportunity  (EEO)  Division  administers  affirma- 
tive action  programs  to  increase  the  representation  of  women  and  minori- 
ties in  the  City  and  County's  work  force  to  reflect  the  composition  of  the  San 
Francisco  available  labor  market.  In  the  past  year,  the  EEO  Division 
continued  outreach  and  recruitment  efforts,  assisted  departments  in  updat- 
ing affirmative  action  plans  and  programs,  monitored  provisional  hiring, 
and  administered  special  programs. 

The  EEO  Division  also  ensures  equal  employment  opportunity  by  review- 
ing examination  plans  and  announcements;  developing  and  conducting 
training  for  managers,  supervisors,  and  employees;  compiling  work  force 
reports;  and  investigating  complaints  of  discrimination. 

Announcement  Review 

The  EEO  Division  reviews  civil  service  and  non-civil  service  examination 
announcements  for  compliance  with  equal  employment  opportunity  guide- 
lines to  ensure  that  minimum  qualifications  and  examinations  do  not 
negatively  impact  minority  and  female  applicants,  and  to  determine 
special  recruitment  needs.  This  year  approximately  100  Civil  Service  and 
40  non-Civil  Service  examination  announcements  were  reviewed. 

Outreach  and  Recruitment 

The  EEO  Division  conducted  affirmative  action  outreach  activities  to 
recruit  minorities  and  women  for  17  Civil  Service  examinations.  During  the 
past  year,  the  Division's  recruitment  l  fforts  increased  the  representation  of 
minorities  in  entry  and  journey-level  professional  positions,  i.e.,  Senior/ 
Principal  Administrative  Analyst,  Senior  Account  Clerk,  Senior/Principal 
Personnel  Analyst,  Chief,  Payroll  and  Personnel,  Architectural  Assistant  1 
and  Gardener. 

EEO  Division  staff  also  assisted  departments  in  the  recruitment  and  referral 
of  targeted  candidates  to  till  non  Civil  Service  vacancies  in  the  absence  oi 
eligible  lists.  Recruitment  was  done  for  positions  such  as  Account  Clerk, 
Accountant,  Field  Surveyor,  Personnel  Clerk,  clerical  staff  and  various 
entry  and  joumey-level  positions  in  the  Management  Information  Systems 
and  Dat.i  rnnvssing  i  lassifications. 
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In  the  area  of  community  outreach,  EEO  Division  staff  attended  and 
coordinated  the  department's  participation  at  job  fairs  and  conferences 
sponsored  by  the  University  of  California-Berkeley,  San  Francisco  State 
University,  Bay  Area  Urban  League,  and  Chinese  for  Affirmative  Action. 

Employment  of  Disabled  Individuals  (Rule  34  Program) 

The  Program  for  the  Exempt  Employment  of  Individuals  with  Severe 
Disabilities  was  implemented  in  Fiscal  Year  1986-1987  pursuant  to  Civil 
Service  Commission  Rule  34.  Under  this  Rule,  a  department  may  designate 
an  entry-level  position  to  be  filled  on  a  competitive  basis  by  an  individual 
who  meets  the  position's  qualifications  and  who  has  a  severe  disability. 
The  individual  selected  for  the  position  is  exempt  from  Civil  Service  testing, 
and  after  one  full  year  of  satisfactory  performance  is  advanced  to  regular 
permanent  Civil  Service  status. 

The  EEO  Division  is  responsible  for  the  Citywide  coordination  of  the  Rule 
34  Program.  In  this  role,  staff  maintains  close  contact  with  organizations  in 
the  disabled  community,  state  and  federal  agencies,  and  City  departments 
to  advocate  for  the  employment  of  individuals  with  disabilities.  In  order 
to  increase  awareness  about  the  Rule  34  Program,  staff  conducts  depart- 
mental Rule  34  presentations,  offering  detailed  information  and  assistance 
in  implementing  the  Rule. 

The  Rule  34  Program  is  dependent  on  a  close  working  relationship  with 
both  the  State  Department  of  Rehabilitation  and  the  Veteran's  Administra- 
tion who  certify  individuals  for  inclusion  into  this  program.  Additionally, 
the  Department  of  Rehabilitation  provides  assistance  with  regard  to  rea- 
sonable accommodation  and  technical  information  on  specific  disabilities. 
Applicants  for  Rule  34  position  vacancies  are  referred  by  over  70  commu- 
nity-based agencies  within  the  Bay  Area  disabled  community.  Individuals 
entering  City  employment  via  the  Rule  34  Program  and  their  managers 
receive  orientation  from  EEO  Division  staff  on  the  Program  and  other  issues 
related  to  the  employment  of  people  with  disabilities.  Staff  ensures  that 
individuals  in  the  Rule  34  Program  and  their  employer  departments  have 
the  information  and  tools  necessary  to  provide  a  successful  and  productive 
work  relationship. 

The  Rule  34  Program  continued  to  make  major  strides  during  this  fiscal 
year.  Twenty  eight  (28)  individuals  gained  employment  via  the  Rule  34 
Program  and  approximately  22  individuals  transitioned  to  permanent 
Civil  Service  status.  Since  its  inception,  approximately  159  individuals 
have  participated  in  the  Rule  34  Program  and  are  employed  in  virtually 
City  departments. 
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Staff  of  the  EEO  Division  actively  participated  on  the  Mayor's  Task  Force 
on  the  Disabled  to  prepare  a  plan  which  addresses  employment  issues  of 
disabled  persons  in  the  City  and  County  work  force. 

Women's  Employment  Program 

The  objective  of  the  Women's  Employment  Program  is  to  increase  the 
representation  of  women  in  positions  that  have  traditionally  been  held  by 
men.  Program  activities  involve  conducting  targeted  recruitment  of  women 
for  classes  where  women  are  underrepresented,  counseling  and  advising 
individuals  of  application,  examination,  and  certification  procedures. 

EEO  Division  staff  monitor  appointments  in  targeted  classifications  when 
women  are  certified  from  eligibility  lists.  Departments  are  reminded  of 
their  affirmative  action  goals  and  are  encouraged  to  appoint  women.  If  a 
woman  is  not  selected,  departments  are  required  to  submit  a  written 
explanation  for  their  action. 

In  1992-93  the  Women's  Employment  Program  contacted  departments  on 
fifty-seven  occasions  in  order  to  notify  them  about  ninety-seven  qualified 
women  eligibles  who  were  reachable  for  appointments  to  non-traditional 
jobs.  As  a  result  of  EEO  staff  and  departmental  commitment  to  the 
program,  twenty  women  were  selected  for  appointment. 

Additionally,  a  number  of  departments  such  as  Public  Works,  Public 
Health  and  Animal  Care  and  Control  made  eleven  (11)  appointments  of 
women  to  non-traditional  jobs  of  their  own  accord.  Women  were  also 
appointed  as  a  result  of  Consent  Decrees  in  record  numbers  in  the  Police 
Department  (12)  and  the  Fire  Department  (9). 

Another  major  component  of  the  Program  includes  retention  of  female 
employees  in  targeted  classifications.  Retention  activities  include  site  visits 
of  departmental  facilities  to  ensure  that  work  sites  are  free  from  inappro- 
priate materials  and  are  adequate  for  female  workers. 

Other  ongoing  retention  activities  include  the  distribution  of  a  quarterly 
Newsletter  to  over  1,000  female  employees,  as  well  as  counseling  and 
support  services  to  female  employees  and  applicants.  EEO  Division  staff 
provides  information  on  policies  and  procedures,  and  assists  in  problem 
resolution  by  working  with  department  and  union  representatives  and  the 

C  ommission  on  the  Status  of  Women  in  resolving  these  com  erns 
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Staff  works  closely  with  other  EEO  Units  in  the  departments  of  Public 
Works,  Public  Health,  Public  Utilities  and  the  Employee  Assistance  Pro- 
gram to  effect  resolution  to  informal  complaints  or  concerns  on  the  part  of 
female  employees.  Staff  also  works  closely  with  departmental  personnel 
and  affirmative  action  liaisons  in  recommending  training  or  modification 
of  existing  personnel  practices  which  may  negatively  impact  current 
female  employees  or  applicants. 

Bilingual  Programs 

Activities  in  this  program  area  increased  significantly  this  past  year,  due  to 
the  increased  multicultural  diversity  in  the  San  Francisco  population. 
Many  City  departments  have  identified  the  need  to  provide  services  in 
languages  other  than  English  and  are  becoming  increasingly  more  respon- 
sive to  new  and  previously  unmet  language  needs  of  the  San  Francisco 
public.  Employing  bilingual  persons  in  public  contact  positions  ensures 
equal  access  to  and  efficient  delivery  of  City  services. 

The  EEO  Division  received  249  requests  from  departments  to  add  language 
requirements  to  specific  positions.  Each  request  was  submitted  with  an 
explanation  of  the  need  and  documentation  to  substantiate  the  need.  The 
EEO  Division  reviewed  each  request  to  determine  that  the  addition  of  the 
language  requirement  was  justified. 

The  EEO  Division  also  administered  120  language  examinations  to  indi- 
viduals who  were  selected  for  bilingual  positions  to  assure  a  requisite  level 
of  proficiency.  Bilingual  proficiency  examinations  were  administered  in: 
Spanish  (61),  Cantonese  (41),  Mandarin  (11),  Vietnamese  (4)  and  Russian 
(3). 

Authorizations  for  Provisional  Appointments 

The  Civil  Service  Commission's  EEO  Division  continues  to  receive  and 
review  requests  from  departments  to  make  provisional  appointments  (non 
civil  service)  when  there  is  no  available  eligible  from  civil  service  lists.  Each 
request  is  monitored  for  an  approved  requisition,  availability  of  candidates 
from  recently  expired  eligible  lists  or  examination  applicant  pools.  In 
addition,  staff  reviews  candidates'  qualifications,  employment  restric- 
tions, and  most  importantly,  affirmative  action  compliance. 

The  Civil  Service  Commission  staff  provides  technical  assistance  to  depart- 
ments on  the  oral  authorization  process  and  clarification  of  policies  on 
provisional  appointments. 
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In  the  Fiscal  Year  1992-1993,  2800  authorizations  for  provisional  employ- 
ments were  approved.  Of  these  appointments,  52%  were  women  and  63% 
were  minorities. 
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EEO  Training 

During  Fiscal  Year  1992-93,  approximately  500  managers  and  supervisors 
participated  in  EEO  workshops  and  conferences  covering  such  topics  as 
Managing  a  Diverse  Work  Force,  Prevention  of  Sexual  Harassment  in  the 
Workplace,  the  Rule  34  program  and  Reasonable  Accommodation  for 
Individuals  with  Disabilities. 

The  largest  number  of  participants,  382,  attended  Prevention  of  Sexual 
Harassment  in  the  Workplace  training.  The  EEO  Division  provided  this 
training  to  employees  of  Parking  and  Traffic,  Public  Utilities  Commis- 
sion: Municipal  Railway,  Fine  Arts  Museums,  Recreation  and  Parks 
Department,  and  Animal  Care  And  Control. 

EEO  has  a  commitment  to  provide  ongoing  training  to  employees, 
supervisors,  and  managers  to  improve  their  working  knowledge  of 
EEO/AA  laws  and  principles.  Additional  training  programs  are  con- 
tinuously being  developed  as  a  preventive  approach  to  encourage 
managers  to  maintain  a  discrimination-free  work  environment,  and  to 
educate  all  employees  concerning  EEO  issues  arising  in  the  work  force. 

Discrimination  Complaints 

The  EEO  Division  administers  Civil  Service  Commission  Rule  1.03(f) 
which  provides  a  mechanism  for  the  internal  resolution  of  discrimina- 
tion complaints  filed  by  City  and  County  employees  and  applicants  for 
employment.  In  the  past  fiscal  year,  a  total  of  sixty-eight  (68)  discrimi- 
nation complaints  were  filed  pursuant  to  Rule  1.03(f)- 

The  EEO  Division  also  serves  as  the  central  agency  for  the  receipt  and 
transmittal  of  discrimination  complaints  filed  with  the  U.S.  Equal  Em- 
ployment Opportunity  Commission  and  the  California  Department  of 
Fair  Employment  and  Housing.  During  the  fiscal  year,  fifty-eight  (58) 
EEOC/DFEH  complaints  were  filed  against  the  City  and  County  of  San 
Francisco. 

I  he  EEO  Division  provided  technical  assistance  to  departments  on  the 
investigation  and  settlement  of  discrimination  charges.    St. ill  also  as 
sisted  the  Offi<  e  ol  the  Citv  Attornej  in  the  preparation  of  responses  to 
external  administrative  complaints  and  lawsuits. 
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EEO  Reports 

The  EEO  Division  continues  to  coordinate  and  prepare  work  force  compo- 
sition data  and  EEO  reports  for  state  and  federal  reporting,  affirmative 
action  plans,  recruitment,  and  in  response  to  complaints  to  employment 
discrimination.  Reports  on  Civil  Service  employments  are  prepared  by 
classification,  appointment  type,  department,  occupational  grouping,  race/ 
ethnicity  and  gender.  Special  reports  were  also  prepared  at  the  request  of 
members  of  the  Board  of  Supervisors,  Mayor's  Office,  City  Attorney's 
Office,  and  federal  regulatory  agencies. 


Layoff  Activities 


During  Fiscal  Year  1992-93,  the  City  and  County  of  San  Francisco  was  faced 
with  the  prospect  of  layoffs  due  to  a  budget  deficit.  During  this  period,  two 
EEO  Division  staff  were  assigned  to  the  Civil  Service  Commission  Layoff 
Processing  Team  to  implement  citywide  layoffs.  Approximately  1,116 
employees  received  layoff  notices  which  resulted  in  departmental  and 
citywide  bumping  which  was  also  coordinated  by  the  Layoff  Processing 
Team. 

EEO  Division  staff  re-focused  priorities  to  assist  in  layoff  related  activities. 
EEO  Division  efforts  included  the  provision  of  individual  layoff  counsel- 
ing and  the  development  of  an  employment  resource  directory  comprised 
of  public  and  private  employers.  The  Director  of  the  EEO  Division 
coordinated  an  unprecedented  cooperative  effort  with  private  employers 
to  establish  a  reemployment  job  resource  center  for  laid-off  employees.  The 
job  resource  center  was  planned  to  provide  laid-off  employees  in  all 
employment  categories  with  information  on  seeking  alternate  employ- 
ment, career  counseling,  and  equipment  such  as  computers  and  telephones 
to  enable  them  to  facilitate  job  searches. 

The  General  Manager,  Personnel,  also  established  the  position  of 
Ombudsperson,  which  was  designated  for  EEO  Division  staff,  in  order  to 
resolve  concerns  and  complaints  about  the  layoff  process.  The 
Ombudsperson  function  was  successful  in  ameliorating  tension  between 
laid-off  employees  and  departments,  facilitating  alternate  placement  of 
employees,  and  temporary  solutions  to  layoffs. 
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Disability  Transfer  Program 

The  EEO/AA  Division  was  assigned  to  implement  the  disability  transfer 
program  in  April  1992.  EEO/AA  staff  developed  procedures  for  process- 
ing of  applications  and  a  resource  listing  of  City  personnel  involved  in  the 
Disability  Transfer  Program. 

The  Disability  Transfer  Program,  authorized  by  Charter  Section  8.350 
provides  that  permanent  employees  who,  because  of  disability  are  unable 
to  perform  their  jobs,  may  be  transferred  to  other  positions,  after  it  is 
determined  by  staff  that  applicants  meet  the  minimum  requirements  and 
essential  job  functions  of  the  position. 

During  the  last  fiscal  year,  the  EEO  Unit  has  successfully  placed  6  appli- 
cants for  Disability  Transfer. 


DISABILITY  TRANSFER  PROGRAM 

Fiscal  Year  1992-93 

Number 

OF 

Placements 

From  Class 

To  Class 

7410  Auto  Service  Worker 

5360  Civil  Enc.  Asst.  I 

9163  Transit  Operator 

1404  Clerk 

9163  Transit  Operator 

1426  Clfrk  Typist 

9163  Transit  Operator 

1934  Storekeeper 

9163  Transit  Operator 

1404  Clerk 

1444  Secretary 

1404  Clerk 

6 

TOTAL 

1 

7514  Genfrai  Laborer 

9163  Transit  Operator 

(Ri  instatement  from  Disability  Transfer) 

Due  to  layoff  processing  activity,  this  program  was  temporarily  suspended 
in  May  1993.  Staff  continued  to  respond  to  inquiries  regarding  Disability 
Transfers  and  to  accept  applications  for  Disability  Transfers.  From  May 
1993  to  June  30,  1993,  Staff  mailed  out  10  application  packets  and  receh  ed 
8  applications  for  Disability  Transfer. 

At  the  conclusion  of  tins  fiscal  year,  the  number  ol  active  requests  foi 

Disability  Transfers  stood  .it  66. 
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Other  Accomplishments 


The  EEO  Division  has  continued  in  its  role  of  providing  direct  customer 
service  to  employees,  departments  and  the  public.  The  offices  of  the  EEO 
Division  are  often  the  first  place  individuals  bring  questions  or  concerns 
about  employment  opportunities,  policies  and  practices.  The  EEO  Division 
office  serves  as  a  clearinghouse  of  information  and  services,  thereby 
providing  a  service  to  each  of  the  divisions  of  the  Civil  Service  Commission 
and  other  City  departments. 

This  fiscal  year,  staff  initiated  an  assertive,  proactive  mediation  and 
problem  solving  policy  to  meet  with  department  representatives  in  order 
to  address  and  resolve  informal  employee  concerns  or  complaints. 

EEO  Division  staff  participated  as  a  Panelist  and  Speaker  at  the  American 
Council  of  the  Blind  conference  regarding  the  issue  of  Sexual  Harassment 
in  the  workplace  and  participated  in  professional  associations  such  as  the 
Council  of  Affirmative  Action  Officers,  the  San  Francisco  Bar  Association 
Labor  and  Employment  Section,  Latinos  for  Civil  Service  and  the  Council 
for  Human  Resource  Managers. 
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MANAGEMENT  AND  EMPLOYEE 
DEVELOPMENT  DIVISION 


As  major  changes  impacted  City  and  County  government  during  1992-93, 
the  Management  and  Employee  Development  Division  (MEDD)  responded 
to  a  growing  need  for  strategic  planning  services  from  many  departments. 
In  the  process,  MEDD  increased  the  numbers  of  managers  and  employees 
it  trained  by  34%  over  last  year's  total. 

The  Division  provided: 

•  A  new  citywide  performance  appraisal  system  that  stresses  planning 
and  links  managers'  goals  to  the  overall  objectives  of  their  departments; 

•  Strategic  planning  workshops  for  the  top  management  teams  of  several 
departments; 

•  Consulting  services  that  help  department  heads  and  other  managers 
increase  communication,  productivity  and  accountability  in  their  work 
groups. 

Program  Performance 

The  Management  and  Employee  Development  Division  worked  with  more 
than  2830  managers  and  665  employees  during  this  fiscal  year.  MEDD 
kicked  off  implementation  of  the  new  managerial  performance  appraisal 
program  with  assistance  from  the  Mayor,  who  announced  the  new  pro- 
gram at  a  department  head  meeting  .it  the  beginning  of  the  fiscal  year. 

More  than  1700  managers  and  supervisors  received  training  on  the  new 
performance  appraisal  process.  Members  of  most  of  the  Commissions  and 
Boards  also  participated  in  training  sessions  on  the  new  performance 
appraisal  system.  Three  Commissions  worked  with  the  Director  of  Train- 
ing to  plan  and  set  performance  goals  for  their  department  heads.  Follow- 
ing a  6-month  pilot,  the  Mayor  and  the  Civil  Service  Commission  co- 
presented  certificates  of  commendation  to  11  department  heads  and  one 
division  manager  who  had  completed  100"..  of  their  managerial  appraisals 
by  the  end  of  the  pilot.   MEDD's  Performance  Appraisal  Task  Force  then 

evaluated  the  system  and  gathered  feedback  from  participating  managers 

and  personnel  officers.  The  task  force  used  this  information  to  impnn  e  the 
form  and  supporting  materials  anil  presented  them  tO  the  (  ivil  Service 

(  ommission  for  final  approval 
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Along  with  this  citywide  managerial  program,  MEDD  worked  closely  with 
three  departments  to  expand  their  use  of  performance  appraisal  or  help 
them  create  forms  tailored  to  specific  jobs: 

•  Working  with  a  cross-section  of  members  of  the  Fire  Department, 
MEDD  developed  a  performance  appraisal  program  for  six  uniformed 
classifications.  In  June,  the  Division  trained  ten  SFFD  officers  to 
conduct  a  workshop  which  introduces  this  new  program  to  their  fellow 
officers. 

•  MEDD  consulted  with  a  task  force  of  SFGH  Nurses  to  incorporate 
elements  of  the  new  citywide  managerial  appraisal  form  into  their 
state-mandated  performance  appraisal  form. 

•  MEDD  also  facilitated  a  series  of  working  meetings  with  managers  of 
the  Juvenile  Probation  Department  to  help  them  develop  job  standards 
for  appraising  probation  officers. 

MEDD  developed  and  introduced  a  city  wide  strategy  for  conducting  ADA 
training  for  managers,  gaining  the  co-sponsorship  of  Civil  Service  EEO/ 
AA,  the  Mayor's  Coordinator  on  Disabilities,  and  the  City  Attorney's 
Office.  To  date,  178  managers  have  been  trained  on  this  program. 

In  cooperation  with  the  Chief  of  the  Fire  Department,  MEDD  brought  a 
Teambuilding  and  Communication  Skills  Workshop  into  the  City's  fire 
houses,  and  by  June  30  had  trained  419  firefighters  in  this  ongoing  program. 
Other  citv  employees  participated  in  customer  service  training  and  in 
Voices  and  Choices,  a  program  on  communication  and  career  planning. 

In  June,  for  employees  impacted  by  the  citywide  layoffs,  MEDD  developed 
the  Job  Search  Skills  training  program  which  teams  Civil  Service  trainers 
with  volunteers  from  private  industry. 

To  inform  City  departments  of  the  training  and  other  services  provided  by 
MEDD,  the  Division  produced  a  38-page  catalog  and  distributed  it  to  all 
department  heads  and  departmental  personnel  officers. 
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Program  Performance 

Fiscal  Year 

Fiscal  Year 

Fiscal  Year 

1990-91 

1991-92 

1992-93 

Number  of  Workshops 

89 

174 

236 

Participants: 

Executive/Mid-Level  Managers 

590 

342 

574 

First  Line  Manager  Participants 

868 

1919 

2257 

Employee  Participants 

— 

— 

— 

TOTALPARTICrPANTS 

1458 

2608 

3496 

New  Program  Development 

New  programs  developed  by  MEDD  this  year  include: 

•  Sticks  and  Stones  (verbal  self-defense  for  employees  in  public  contact 
jobs) 

•  Speaking  Before  the  Civil  Service  Commission 

•  First  Time  Supervisor 

•  Conducting  Sexual  Harassment  Hearings 

•  Teambuilding  and  Communication  Skills  for  Firefighters 

•  Job  Search  Skills 

The  Division  also  offered  two  new  personal  development  programs  for 
employees,  taught  by  outside  consultants  —  Effective  Public  Contact  and 
Effective  Business  Writing. 

Tuition  Reimbursement 

During  Fiscal  Year  1992-93,  576  employees  received  Tuition  Reimburse- 
ment. MEDD  administered  this  program  under  the  provisions  of  Civil 
Service  Commission  Rule  28.  A  total  of  $101,866  was  paid  to  employees 
whose  educational  programs  qualified  for  reimbursement. 
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RECRUITMENT  AND  SELECTION 
DIVISION 

The  Recruitment  and  Selection  Division  is  responsible  for  the  development 
and  administration  of  employee  selection  programs  for  virtually  all  City 
job  classifications.  These  programs  are  administered  under  extensive  and 
complex  professional  and  legal  standards  which  govern  the  technical 
aspects  of  employee  testing  as  well  as  principles  of  the  merit  system  process 
and  equal  employment  opportunity. 

Overview 

The  development  of  selection  procedures  begins  with  a  thorough  job 
analysis,  which  involves  surveying  workers  and  their  supervisors  and 
observing  them  perform  their  job  duties.  This  process  is  supplemented 
with  numerous  meetings  with  subject-matter  experts.  The  purpose  of  these 
activities  is  to  obtain  a  clear  and  well-documented  picture  of  the  duties  of 
each  job  classification,  and  to  identify  the  types  of  levels  of  knowledge, 
skills  and  abilities  necessary  to  successfully  perform  those  duties. 

After  completion  of  the  job  analysis,  an  examination  plan  is  developed  with 
the  objective  of  designing  the  most  practical  and  effective  method  of  testing 
candidates.  Examination  plans  identify  the  type  of  test  instruments  to  be 
used,  and  describe  the  relationships  between  test  content,  rating  guidelines 
and  job  duties.  Development  of  the  examination  plan  is  a  critical  step  in 
ensuring  that  the  test  instruments  are  job-related  and  valid. 

When  the  examination  plan  is  completed,  an  examination  announcement 
is  issued  which  primarilv  describes  the  duties  of  the  job  classification,  the 
minimum  qualifications,  and  the  type  and  value  of  each  test.  Applications 
received  from  interested  individuals  are  reviewed  to  ensure  that  only 
qualified  applicants  proceed  to  the  testing  process. 

The  testing  process  commences  once  the  screening  of  applications  is 
completed.  A  variety  of  test  formats  may  be  used,  including  multiple 
choice  tests,  written  exercises,  oral  interviews,  performance  tests,  physical 
agility  tests  and  assessment  center  exercises.  The  specific  format  and 
combination  of  tests  used  are  predicated  on  the  requirement  to  represen- 
tatively sample  the  important  aspects  of  the  particular  job  classification, 
while  taking  into  consideration  issues  related  to  economy,  practicality,  and 
fairness. 
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Upon  completion  of  testing,  an  eligible  list  is  published  which  contains  the 
names  of  all  candidates  who  successfully  completed  all  stages  of  the 
process.  The  candidates  are  listed  in  rank  order  according  to  their  total  test 
scores  which  may  include  additional  points  they  may  have  earned  for 
seniority,  job  performance  and  /or  prior  military  service.  In  most  cases,  the 
work  of  the  Division  is  completed  once  an  eligible  list  has  been  adopted. 

Program  Description 

Over  the  years,  the  Commission  has  entered  into  Memoranda  of  Under- 
standing with  various  operating  departments  for  the  purpose  of  establish- 
ing decentralized  Civil  Service  units.  These  units,  in  turn,  maintain 
recruitment  and  selection  programs  for  job  classifications  which  are  spe- 
cific to  the  operating  department.  For  example,  the  Department  of  Public 
Health  Decentralized  Recruitment  and  Selection  Unit  develops  and  admin- 
isters examinations  for  Licensed  Vocational  Nurses,  Registered  Nurses, 
Radiological  Technicians,  etc. 

The  Division  is  responsible  for  administering  employee  selection  programs 
for  more  than  1,100  job  classifications  involving  over  17,000  positions.  The 
decentralized  units  administer  selection  programs  for  approximately  330 
job  classifications  encompassing  10,000  positions.  These  include  the  Police 
Department  Consent  Decree  Examination  Unit  and  the  Fire  Services  Ex- 
amination Unit,  both  of  which  operate  under  the  terms  of  Consent  Decree 
settlements  approved  by  the  United  States  District  Court. 

With  the  exception  of  the  Fire  Department  and  Police  Department  Consent 
Decree  examination  units,  the  administration  of  selection  programs  by 
decentralized  examination  units  must  comport  to  prevailing  Civil  Service 
Commission  Rules,  policies  and  practices,  and  the  resulting  work  products 
are  subject  to  the  review  and  final  approval  of  the  Civil  Service  Commis- 
sion. 

The  responsibility  for  oversight  and  monitoring  of  the  selection  programs 
administered  by  the  decentralized  examination  units  is  delegated  to  the 
Division  Manager,  Civil  Service  Commission  Recruitment  and  Selection 

Program  Highlights  and  Performance 

Fiscal  Year  1992-93  was  a  period  marked  by  change  and  instability.  The 
Division  was  constantly  making  adjustments  to  the  examination  program 
in  response  to  the  effe<  is  of  the  fiscal  situation.  These  adjustments  w  ere 
necessitated  In  the  reduction  in  I  Hvision  starring  levels  due  to  budget  *  nts 
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and  reassignment  of  staff  to  perform  other  functions  and  the  need  to 
reprioritize  the  examination  schedule  to  reflect  the  changing  priorities  of 
the  operating  departments  as  they  reorganized  their  operations  in  response 
to  the  budget  deficit. 

During  Fiscal  Year  1991-92,  the  Division  had  35  full-time  equivalent  (FTE) 
analysts  assigned  to  the  development  and  administration  of  examination 
procedures.  During  Fiscal  Year  1992-93,  the  Division  had  28  FTE  analysts 
budgeted  for  this  function  but  only  17-19  analysts  actually  performing 
these  functions  at  any  given  time.  The  Division  bore  the  major  burden  of 
staffing  the  layoff  processing  team  and  four  analyst  positions  were  left 
vacant  for  salary  saving  purposes  as  the  incumbents  transferred  to  other 
departments.  Additionally,  five  analysts  went  on  32  hour  work  weeks  and 
numerous  other  analysts  took  voluntary  time  off  without  pay  to  effect 
additional  salary  savings. 

The  impact  of  reduced  staff,  the  need  to  reassign  the  work  loads  of  the 
analysts  assigned  to  perform  other  functions,  transfers  to  other  depart- 
ments, and  adjustments  to  the  examination  schedule  to  reflect  changing 
operating  department  priorities  resulted  in  disrupting  program  continuity 
which  profoundly  affected  recruitment  and  selection  program  productiv- 
ity as  illustrated  by  the  table  that  follows: 

Despite  the  many  "stops  and  starts"  and  reduced  average  number  of 
working  hours,  Division  per  analyst  examination  productivity  ratios  in- 
creased marginally  over  the  previous  year  (6.3  v.  6).  A  sampling  of  the 
classes  for  which  the  Division  produced  eligible  lists:  Division  Chief  Clerk, 
Municipal  Court;  Electrician;  Assistant  Zoo  Director,  Operations  and 
Maintenance;  Senior  Real  Property  Appraiser;  Deputy  Sheriff;  Industrial 
Engineer;  Construction  Inspector;  Director  of  Real  Estate,  Tax  Collector; 
PoliceCommunications  Dispatcher;  Plumber;  Chief  Fire  Alarm  Dispatcher; 
and  Assistant  Rental  Manager,  Port. 

As  this  report  is  being  written,  there  are  271  job  classes  for  which  there  are 
no  current  eligible  lists,  but  for  which  there  are  budgeted  positions  that  are 
either  filled  by  provisional  employees  or  are  vacant  with  the  expectation  of 
being  filled  fairly  soon.  At  the  end  of  Fiscal  Year  1991-92,  there  were  303 
job  classes  which  fell  into  this  category. 

Of  the  271  aforementioned  job  classes,  216  are  viable  for  examination 
development  and  administration.  The  remainder  are  either  subject  to 
classification  activity,  such  as  the  data  processing  and  management  infor- 
mation system  occupations,  or  are  being  held  in  abeyance  at  the  request  of 
the  operating  departments  as  they  continue  their  reorganization  efforts  in 
the  face  of  the  budget  situation. 
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Recruitment  &  Selection  Program 

Performance 

Summary  By 

Unit 

FY  1990-91 

FY  1991-92 

FY  1992-93 

Unit 

Lists 

Eligibles 

Lists 

Eligibles 

Lists 

Eligibles 

AIRPORT 

21 

150 

14 

465 

10 

419 

CSC 

184 

5,234 

210 

5,984 

107 

2,943 

FIRE 

2 

123 

2 

224 

1 

1,516 

POLICE 

0 

0 

3 

1,108 

0 

0 

DPH 

106 

913 

103 

1,170 

91 

967 

PUC 

18 

473 

12 

1,098 

16 

258 

RETIREMENT 

1 

7 

0 

0 

3 

15 

DSS 

8 

356 

12 

757 

8 

523 

TOTAL 

340 

7,256 

356 

10,806 

236 

6,641 

The  current  examination  backlog  is  estimated  to  be  approximately  300 
classes,  given  the  anticipated  expiration  and  exhaustion  of  current  eligible 
lists.  This  represents  a  significant  reduction  from  the  approximately  400 
classes  constituting  the  backlog  at  the  end  of  Fiscal  Year  1991-92. 

Program  Issues,  Projected  Activities,  and  Future  Goals 

Past  predictions  that  the  economic  conditions  will  not  be  mitigated  in  the 
short  term  have  proven  to  be  reliable.  Consequently,  the  Division  continues 
to  develop  new  strategies  and  reengineer  current  business  practices  in  an 
attempt  to  remain  responsive  to  customer  needs  while  we  operate  with  a 
dramatically  diminished  level  of  resources. 

This  effort  is  reflected  by  the  goal  of  reducing  the  cost  per  placementby  10% 
by  July  1, 1994,  while  maintaining  merit  system  principles.  This  goal  is  one 
component  of  the  larger  strategic  planning  effort  being  undertaken  by  the 
Civil  Service  Department.  Attainment  of  this  goal  relies  heavily  on 
increasing  program  efficacy  through  process  reenginecring  which  in  turn 
is  linked  to  the  adoption  of  new  Civil  Service  Rules  enabling  the  use  of 
broader  certification  rules  and  streamlining  examination  protest  and  ap- 
peal procedures. 

An  action  plan  is  being  developed  to  create  an  "operations  division"  with 
the  intent  of  consolidating  tin.  recruitment  and  selection  function  with  the 
classification  and  compensation  functions.  While  this  should  result  in 
greater  efficiency,  the  incremental  gains  in  productivity  realized  through 
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reorganization,  streamlining  of  current  procedures  and  processes  and 
implementation  of  new  technology  is  insufficient  to  offset  the  reduction  in 
available  resources.  Consequently,  the  key  lies  with  the  broad  policy 
changes  needed  to  move  to  a  drastically  different  business  approach.  We 
are  currently  positioning  ourselves  for  this  move  based  on  the  expectation 
that  the  Civil  Service  Rules  related  to  the  use  of  broader  certification 
procedures  and  streamlined  protest  and  appeal  procedures  will  be  adopted 
during  Fiscal  Year  1993-94. 
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AIRPORTS  COMMISSION 
DECENTRALIZED  PERSONNEL  UNIT 


The  Airports  Commission  Decentralized  Personnel  Unit  administers  Airport  per- 
sonnel programs  in  the  areas  of  classification,  recruitment,  examination  develop- 
ment and  administration,  and  organization  analysis  and  development.  In  addition, 
staff  participates  in  labor  negotiations,  coordinates  personal  services  contracts, 
conducts  salary  surveys  and  comparable  wage  analyses  and  conducts  research  and 
development  studies. 

There  are  plans  to  increase  the  size  of  this  unit  in  the  1993-94  Fiscal  Year  in  response 
to  increased  decentralization  of  the  civil  service  functions  and  in  response  to  new 
legislation  which  has  necessitated  procedural  changes. 

In  addition  to  the  regular  examination  program,  the  unit  completed  the  entry-level 
Airport  Police  Officer  examination.  This  examination  had  not  been  given  on  an  entry 
basis  since  1979.  It  was  a  major  undertaking  with  a  small  staff.  The  successful 
completion  of  this  examination  was  a  great  accomplishment  for  the  Airport.  The 
eligible  list  which  resulted  from  this  test  will  be  used  to  hire  up  to  60  new  officers. 

In  classification,  over  30  positions  were  classified. 

Goals  for  the  next  fiscal  year  include  administration  of  the  Airport  Police  supervisory 
and  management  ranks  series  and  the  clerical  series  examinations.  It  is  also  planned 
to  restructure  the  Airport's  Noise  Abatement  Office. 

Continuing  goals  are  to  stabilize  the  Airports  Commission  work  force  by  recruiting, 
testing,  and  hiring  qualified  personnel,  by  conducting  the  classification  program 
effectively,  and  by  developing  and  implementing  innovative  programs  to  meet  the 
needs  of  the  Airports  Commission  complex  work  force. 
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POLICE  DEPARTMENT 
CONSENT  DECREE  DIVISION 


The  Consent  Decree  Division  was  created  by  order  of  the  United  States  District  Court 
in  October  1979  and  is  responsible  for  execution  of  the  City's  obligations  resulting 
from  the  settlement  of  the  litigation,  Officers  for  lustice.  et  al.  vs.  City  and  County 
of  San  Francisco,  et  al. 

The  overall  goal  of  the  Consent  Decree  is  to  integrate  the  Police  Department  at  all 
ranks  so  that  it  more  accurately  reflects  the  diversity  of  the  City  it  serves.  The 
Consent  Decree  Division  operates  under  the  direction  of  a  coordinator,  and  its 
activities  are  subject  to  the  review  and  approval  of  a  court-appointed  Auditor/ 
Monitor  and  representatives  of  the  litigants. 

Now  in  its  fourteenth  year,  the  Division's  accomplishments  have  resulted  in  the 
hiring  of  1,436  recruit  police  officers.  Under  Consent  Decree  programs,  the 
Department's  minority  representation  more  than  doubled  from  14.21%  (226)  in  1979 
to  31.90%  (580)  in  July  1993,  and  the  Department's  representation  of  women  has 
more  than  tripled,  increasing  from  4.2%  (67)  in  1979  to  12.38%  (225)  in  July  1993. 

The  Division  is  responsible  for  the  recruitment  of  entry-level  police  officer  appli- 
cants, and  the  development  and  administration  of  examinations  for  all  sworn 
classifications.  Utilizing  sworn  officers,  the  Division  conducts  continuous,  long- 
term  targeted  recruitment  through  advertising,  school  and  job  fair  activities,  and 
brochure  distribution,  to  attract  qualified  applicants  to  the  Police  Department. 

In  addition,  the  Division  recruits  at  major  community  events  to  outreach  to  the 
diverse  populations  of  the  City.  The  focused  recruitment  campaign  is  designed  to 
achieve  the  recruitment  goals  enumerated  in  the  December  30, 1981  court  order  of 
30%  women  and  60%  minority  representation. 

One  Academv  class  was  filled  this  year.  To  foster  a  climate  of  success  for  women 
and  minorities  entering  the  Police  Department,  the  Division  works  with  Police 
Academy  staff  to  identify  and  then  assist  individuals  in  need  of  special  academic 
assistance.  In  this  current  year,  40  individuals  entered  the  Police  Academy; 
representing  18  (45.00%)  minorities,  and  12  (30.00%)  women. 

During  the  year,  the  Consent  Decree  Division  Recruitment  Unit  played  a  key  role 
in  the  preparation  of  a  lateral  transfer  program.  This  program,  scheduled  for 
implementation  next  year,  will  involve  the  hiring  of  sworn  officers  from  other 
California  jurisdictions.  Utilizing  lateral  transfers  will  allow  the  Department  to  hire 
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and  deploy  officers  with  proven  performance  levels  on  a  more  cost  effective  and 
expedited  basis  compared  to  hiring  recruits  from  an  eligible  list.  The  lateral  transfer 
plan  is  being  formulated  to  include  the  Consent  Decree's  goals  to  hire  a  substantial 
percentage  of  minorities  and  women.  The  Consent  Decree  Division's  Recruitment 
and  Retention  Unit  will  play  a  vital  part  in  achieving  these  goals  once  the  plan  is 
implemented  by  conducting  targeted  recruitment  efforts  in  surrounding  jurisdic- 
tions. 

Specifically,  the  lateral  program  will  provide  three  benefits  to  the  Department: 

*  The  lateral  program  will  enable  the  Department  to  create  a  rich 
applicant  pool  in  a  short  period  of  time  as  the  San  Francisco  residency  requirement 
will  be  waived  for  lateral  applicants. 

*  The  lateral  program  will  provide  the  Department  with  the  opportu- 
nity to  more  quickly  meet,  and  possibly  exceed,  its  recruitment  goal  of  60% 
minorities  and  30%  women. 

*  Lateral  officers  will  move  from  training  to  the  job  83%  faster  than 
recruit  officers,  with  shorter  Academy  and  Field  Training  programs. 

A  multiple-component  examination  for  the  rank  of  Police  Lieutenant  was  conducted 
this  year.  Working  with  a  nationally  recognized  psychometric  firm,  the  Consent 
Decree  Division  Examination  Unit  administered  five  exercises  over  five  full  days  of 
testing. 

Prior  to  the  actual  Lieutenant  examination,  the  Consent  Decree  Division  Recruit- 
ment Unit  conducted  preparatory  training  open  to  all  candidates.  This  training 
included  a  series  of  seminars  which  were  designed  to  introduce  the  candidates  to 
examinations  which  include  assessment  center-type  exercises.  After  the  conclusion 
of  these  seminars,  the  candidates  also  had  the  opportunity  to  attend  a  sample  multi- 
media test.  As  with  the  seminars  on  assessment  centers,  this  sample  multi-media 
exercise  provided  the  candidates  with  valuable  training  for  the  examination.  Over 
300  candidates  attended  both  the  seminars  and  the  sample  video  presentation. 

In  addition  to  the  training  and  orientation  offered  by  the  Recruitment  Unit,  the 
Examination  Unit  provides  promotional  candidates  with  extensive  resource  mate- 
rials to  prepare  them  for  upcoming  examinations.  For  the  Lieutenant  examination, 
for  example,  all  candidates  were  issued  a  comprehensive  candidate  preparation 
manual,  a  suggested  reading  list,  a  detailed  set  of  examination  administration 
instructions,  and  question  /answer  pamphlets. 
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It  is  hoped  that  the  Lieutenant  examination  will  result  in  a  substantial  increase  in  the 
number  of  minorities  holding  the  rank  of  permanent  Lieutenant.  In  addition, 
women  will,  for  the  first  time  in  the  history  of  the  Department,  have  the  opportunity 
to  be  promoted  to  the  permanent  rank  of  Lieutenant,  and  be  eligible  for  future 
appointment  to  Command  level  positions.  The  Lieutenant  examination  also 
provides  the  foundation  for  the  next  Consent  Decree  Division  examination  -  Police 
Captain.  When  the  Captain's  examination  is  administered,  substantial  minority  and 
female  representation  at  all  ranks  of  the  Police  Department  will  finally  be  possible. 

The  Consent  Decree  was  created  with  an  anticipated  ten-year  duration.  As  some  of 
its  goals  and  examinations  have  not  yet  been  accomplished,  the  Consent  Decree 
continues  into  its  fourteenth  year.  In  addition  to  the  mandated  examinations,  the 
Division  faces  another  challenge,  that  of  assisting  the  Consent  Decree  Parties  and  the 
Citv  in  establishing  a  foundation  for  the  preservation  of  the  Division's  recruitment 
and  examination  functions  after  the  Consent  Decree  expires. 

Under  the  Division's  guidance,  state-of-the-art  examination  methods  have  been 
instituted  so  that  each  selection  process  is  psychometrically  sound  and  the  potential 
for  adverse  impact  against  minorities  and  women  is  minimized.  To  continue  the 
many  accomplishments  achieved  under  the  Consent  Decree  is  a  challenge  and  an 
opportunity  that  the  Division  will  continue  to  pursue. 
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DEPARTMENT  OF  PUBLIC  HEALTH 
DECENTRALIZED  PERSONNEL  UNIT  - 
CLASSIFICATION  PROGRAM 

The  Department  of  Public  Health's  Decentralized  Classification  Unit  is 
responsible  for  the  administration  of  the  Department's  classification  plan. 
The  Unit  coordinates  and  conducts  classification  and  compensation  studies 
for  approximately  6,000  permanent  and  grant-funded  positions  within  the 
four  divisions  of  the  Department  of  Public  Health:  San  Francisco  General 
Hospital,  Laguna  Honda  Hospital,  Public  Health  Program /Central  Ad- 
ministration, and  Mental  Health,  Substance  Abuse  and  Forensic  Services. 
The  work  involves  classification  of  new  positions,  reclassification  of  exist- 
ing positions,  recommendatiuns  on  organizational  staffing  patterns  and 
wage  and  salary  levels,  based  on  internal  and  external  evaluation  and 
survey  research;  and  problem  resolution  commonly  achieved  through 
position  audits,  analyses  of  pertinent  legislation  and  studies  of  industry 
standards. 


CLASSIFICATION  PROGRAM  OUTPUT: 

FISCAL  YEAR  7/1/92  -6/30/93 

A. 

Positions  classified,  reallocated,  reclassified 

(approved  by  f"SC) 

172 

Recommendations  submitted  to 

Department/CSC  (includes  grant-funded 

positions,  temporary  requisitions  released)... 

256. 

TOTAL 

428 

B. 

New  classes  established 

1 

c. 

Class  specifica turns  abolished 

7 

D. 

Class  specifications  formally  amended 

1 

E. 

Amended  specification  under  review  by  the 

Civil  Service  Commission  and  the  department 

4 

F. 

Special  reports  prepare  1  (includes 
temp /exempt  appointments, 
department-wide  studies,  s.iiary 

surveys,  etc.) 

10 
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Amended  and  Abolished  Classifications 

Consistent  with  a  directive  of  the  Civil  Service  Commission,  staff  has 
attempted  to  limit  the  creation  of  new  classifications  through  the  allocation 
of  new,  substitute,  and  grant-funded  positions  to  existing  Civil  Service 
classifications. 

Class  2531  Assistant  Chief,  Paramedics  Division  was  amended  and  retitled 
to  Deputy  Chief,  Paramedics,  to  reflect  organizational  changes  necessitated 
by  the  established  of  an  additional  managerial  level  for  efficient  service 
deliverv.  Additionallv,  seven  (7)  obsolete  classes  were  abolished. 


MAJOR  CLASSIFICATION  STUDIES 

Health  Center  Study 

Staff  conducted  a  survey  of  73  clerical  and  paraprofessional  health  worker 
positions  within  the  health  centers  which  was  necessitated  by  the  recent 
change  to  a  primary  care  service  delivery  model.  Results  were  provided  to 
the  Deputy  Director  for  Community  Health  Services  to  aid  in  organiza- 
tional decision  making  and  budget  preparation.  Implementation  of  classi- 
fication recommendations  are  anticipated  to  occur  in  FY  1993-94. 

Revenue  Enhancement 

A  study  of  16  new  positions  within  the  outpatient  division  of  San  Francisco 
General  Hospital  was  initiated  to  identify  appropriate  classification  and 
compensation  levels  of  the  positions.  The  unique  nature  of  the  positions 
required  temporary  allocation  to  the  special  assistant  classes  pending 
formal  budgeting  and  classification  action. 
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DEPARTMENT  OF  PUBLIC  HEALTH 

DECENTRALIZED  PERSONNEL  UNIT  - 

RECRUITMENT  AND  SELECTION 

Staffing  and  Responsibilities 

Established  in  1973,  the  Department  of  Public  Health  Decentralized  Civil 
Service  Recruitment  and  Selection  Unit  is  responsible  for  all  Health  Depart- 
ment recruitment  and  selection  activities,  including  examinations  for 
approximately  235  different  classifications.  The  unit  is  currently  com- 
prised of  6  professional  analysts  and  three  support  staff.  In  Fiscal  Year  1992- 
93,  we  produced  91  eligible  lists,  with  an  average  of  15.1  lists  per  analyst. 
Additionally,  the  Recruitment  and  Selection  Unit  became  the  DPH  Layoff 
Task  Force  the  last  quarter  of  the  fiscal  year  in  response  to  the  City's  93-94 
budget  crisis. 

Included  among  the  accomplishments  of  the  unit  in  the  1992-93  year  are  the 
high  volume  examinations  for  Class  2302  Nursing  Assistant,  Class  2586 
Health  Worker  II  and  Class  2587  Health  Worker  III,  and  Class  2606  Senior 
Food  Service  Worker.  The  unit  produced  management  level  exams  for 
Class  2455  Pharmacy  Director  -  LHH,  Class  2596  Employee  Referral 
Program  Director,  and  Class  2850  Director  of  Nutrition  Services.  Addition- 
ally, we  completed  exams  for  Class  2532  Paramedic,  Class  2542  Speech 
Pathologist,  Class  2305  Psychiatric  Technician,  Class  1440  Medical  Tran- 
scriber Typist,  and,  of  course,  Class  2320  Registered  Nurse. 

Decentralized/Civil  Service  Commission  Relationship 

The  decentralized  recruitment  and  selection  units  in  the  City  operates  the 
same  as  the  City's  centralized  recruitment  and  selection  division.  The  unit 
conducts  job  analyses,  recruitment  in  conjunction  with  the  Equal  Employ- 
ment Opportunity  and  Affirmative  Action  Division,  and  develops  and 
administers  examinations  according  to  the  established  procedures  and 
Civil  Service  Commission  rules. 

The  major  difference  is  in  the  reporting  relationship.  The  Dni's  team 
activities  are  reviewed  by  the  Civil  Service  Commission  managers  and  the 
Department  of  Public  Health  Personnel  Director,  and  the  Equal  Employ- 
ment Opportunity  teams  of  both  departments.  There  is  sign  oh  bv  both 
departments  .it  vital  stages  of  the  selection  pro<  eSs,  including  annoiuu  e 

ments,  passing  points,  protests  and  eligible  lists  prior  to  posting 
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Those  areas  in  which  the  Health  Department's  Decentralized  Recruitment 
and  Selection  Unit's  operations  respond  to  me  specific  needs  of  the  Health 
Department  are  continuous  announcements,  expedited  testing,  specialties 
within  classifications,  and  professional  recruitment  market. 

*  Continuous  Testing:  About  25  Continuous  Testing  announcements 
(such  as  Class  2532  Paramedic,  Class  2110  Medical  Records  Clerk,  Class 
2425  Radiologic  Technologist)  are  always  open  because  there  is  always 
hiring  in  these  classes.  In  terms  of  production,  this  is  important  because 
designated  analysts  are  responsible  for  continuous  recruitment,  selec- 
tion procedures  and  processing  for  these  classification. 

*  Expedited  Testing  is  unique  to  the  Health  Department.  It  was  developed 
in  response  to  Nursing  MOU  negotiations  and  now  allows  for  a  process 
that  results  in  the  speedy  hiring  of  employees  in  a  permanent  Civil 
Service  status.  The  unit  tests  for  current  vacancies  only  and  is  better  able 
to  compete  with  other  employers.  This  process  makes  extensive  use  of 
departmental  managers  and  supervisors  as  recruiters  and  raters  for 
entry-level  examinations.  It  is  used  for  classifications  which  meet 
specific  criteria  which  includes  identified  personnel  shortages,  recruit- 
ment and  retention  problems,  and  established  certification  or  license 
requirements.  Expedited  Testing  procedures  require  equal  employ- 
ment opportunity  review  and  approval,  and  are  currently  being  utilized 
for  Class  2320  Registered  Nurse,  Class  2305  Psychiatric  Technician, 
Class  2556  Physical  Therapist,  Class  2548  Occupational  Therapist  and 
Pharmacist  classes. 

*  Specialties:  It  is  important  to  recognize  the  necessity  of  specialties 
within  a  single  classification  and  the  impact  on  productivity.  The  unit 
tests  for  specialties  in  many  areas  such  as  the  health  worker  series,  Class 
2143  Hospital  Assistant  Administrator,  Class  2589  Health  Program 
Coordinator,  Class  6120  Environmental  Health  Inspector  and  many 
more.  Specialties  reflect  the  need  to  fill  positions  within  broad  classifi- 
cations with  candidates  who  possess  specific  training  and  experience.  In 
part,  our  current  certification  rule-of-three  necessitates  the  use  of  spe- 
cialties in  order  to  fill  jobs  appropriately. 

*  Health  professional  marketplace:  Most  of  the  positions  require  ad- 
vanced educational  degrees,  a  legal  certification,  or  professional  license. 
This  necessitates  specialized  recruitment  activities  and  significant  appli- 
cation review  responsibilities.  Many  of  the  minimum  requirements  are 
legally  driven  and  it  is  imperative  that  the  announcements  and  perma- 
nent hires  meet  existing  legal  requirements  in  the  health  field. 
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Also,  the  job  experts  are  mostly  managers  with  medical  and  clinical 
backgrounds.  They  are  responsible  for  Department  of  Public  Health 
hospitals,  services  for  homeless  youth  and  adults,  long-term  care  for 
Seniors,  mental  health  and  substance  abuse  agencies,  AIDS  programs,  and 
more.  These  job  experts  often  generate  in  staff  a  heightened  sense  of 
responsibility  for  the  consequences  of  the  work  of  the  unit. 

Current  Issues/Looking  Toward  the  Future 

The  Decentralized  Public  Health  Unit  is  committed  to  innovation  and 
efficiency  in  harmony  with  merit  system  principles.  The  unit  looks  forward 
to  further  advances  in  the  Ci\  il  Service  Applicant  Tracking  System  and  is 
eager  to  continue  implementation  of  Civil  Service  reform  as  a  result  of  the 
passage  of  Propositions  C,  D,  and  F.  As  noted  in  last  year's  report,  certain 
changes  will  greatly  enhance  the  City  wide  personnel  system  and  enable  all 
departments,  including  Public  Health,  to  provide  more  efficient  and 
effective  services  that  are  essential  to  the  communities  served. 
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PUBLIC  UTILITIES  COMMISSION 
DECENTRALIZED  PERSONNEL  UNIT 


The  Public  Utilities  Commission  Decentralized  Personnel  Unit  administers  the 
recruitment  and  selection  program  for  positions  which  are  primarily  utilized  by  the 
Public  Utilities  Commission.  This  includes  positions  at  Municipal  Railway,  Water 
Department,  Hetch  Hetchy  and  the  Bureaus  of  the  Public  Utilities  Commission. 

Currently,  the  unit  consists  of  three  analysts  who  are  responsible  for  approximately 
5,000  positions  ranging  from  administrators  and  professionals  to  craft  workers  and 
transit  operators.  During  Fiscal  Year  1992-93  the  unit  was  not  fully  staffed  for  four 
months. 

Analysts  are  responsible  for  conducting  job  analyses;  developing  minimum  quali- 
fications and  examination  plans;  issuing  announcements;  screening  applications; 
developing  and  administering  written,  oral  and  performance  tests;  scoring  tests; 
and  compiling  tests  results.  Analysts  also  serve  as  a  resource  for  the  Operations 
Division  of  the  Personnel  Bureau  in  issuing  announcements  and  reviewing  quali- 
fications of  candidates  for  non-civil  service  vacancies.  Sixteen  eligible  lists  with  258 
eligibles  were  adopted  during  the  fiscal  year. 

During  this  fiscal  year,  nationwide  recruitment  was  conducted  for  a  variety  of  key 
positions  at  the  Municipal  Railway  (MUNI)  and  the  Water  Department.  Among 
those  were  two  vital  positions  at  MUNI  —  Signal  and  Systems  Engineer  and  Transit 
Equipment  Engineer.  These  positions  are  especially  important  because  MUNI  is 
currentlv  purchasing  new  light  rail  vehicles. 

An  examination  was  conducted  in  conjunction  with  the  classification  of  the  position 
for  Government  and  Public  Affairs  Manager,  Hetch  Hetchy.  Other  examinations 
held  for  Hetch  Hetchy  were  necessary  in  order  to  fill  the  void  created  by  early 
retirements  in  management  positions  at  Moccasin. 

The  unit  has  been  working  very  closely  with  the  operating  divisions  of  PUC  in  order 
to  have  eligible  lists  available  for  key  positions  so  that  the  department  will  not  have 
to  fill  vacancies  on  an  NCS  basis.  As  a  result  of  this,  95%  of  positions  department 
wide  are  filled  on  a  permanent  basis. 

The  unit  developed  a  new  special  application  for  large  volume  examinations.  This 
was  used  for  the  first  time  with  Class  9131  Station  Agent.  This  application  is  one 
page  in  format,  with  detachable  cards.  The  use  of  this  application  cut  down  on 
preparation  time  for  applications  and  minimized  waste  of  paper.  Unused  applica- 
tions can  easily  be  used  for  other  large  volume  examinations. 
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We  have  continued  to  use  a  24-hour  hotline  number  for  specific  examinations  which 
has  allowed  us  to  disseminate  information  without  tying  up  staff  time. 

It  is  an  ongoing  policy  of  PUC  to  conduct  major  recruitment  efforts  in  under-utilized 
classes  and  to  convene  Oral  Boards  of  subject-matter  experts  who  are  reflective  of 
the  applicant  pool.  In  order  to  accomplish  this,  the  unit  frequently  flies  in  board 
members  and  conducts  out-reach  in  various  communities  for  specific  examinations. 
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RETIREMENT  SYSTEM 
DECENTRALIZED  PERSONNEL  UNIT 


The  Retirement  System  Decentralized  Personnel  Unit  is  responsible  for  personnel 
programs  in  classification,  examination  and  recruitment.  The  unit  has  accom- 
plished major  organizational  and  classification  studies  in  the  areas  of  Workers' 
Compensation  and  Investment. 

An  important  classification  study  under  review  by  the  Civil  Service  classification 
staff  is  the  establishment  of  an  Employee  Benefit  series.  This  series  would  be 
utilized  bv  both  the  Retirement  System  and  the  Health  Service  System. 

The  unit  recruited  and  hired  a  Workers'  Compensation  Manager  and  an  Executive 
Assistant  to  the  General  Manager  Retirement  System.  The  appointment  of  the 
Executive  Assistant  met  our  affirmative  action  goal  of  hiring  minorities  at  the 
Management  level.  The  goal  of  the  unit  is  to  assist  the  department  in  employing  the 
most  qualified  individuals  to  meet  the  specialized  needs  of  the  Retirement  System. 


CITY    AND    COUNTY    OF    SAN    FRANCISCO 


57 


ANNUAL    REPORT  •  CIVIL    SERVICE    COMMISSION  •  1992-93 

SOCIAL  SERVICES  DECENTRALIZED 
PERSONNEL  UNIT 


The  Decentralized  Personnel  Unit  at  the  Department  of  Social  Services  performs  the 
examination  and  classification  work  of  the  department.  This  unit  develops  and 
administers  examinations  for  approximately  23  department-specific  classes  and  for 
several  Citywide  job  classifications  including  Class  1430  Transcriber  Typist,  Class 
1432  Senior  Transcriber  Typist,  Class  1804  Statistician  and  Class  4308  Senior 
Collection  Officer. 

During  Fiscal  Year  1992-93,  the  department  adopted  eight  (8)  eligible  lists  that 
included  527  eligibles.  These  lists  were  for  eligibility  workers,  transcriber  typists, 
child  welfare  workers  and  social  workers. 

Consistent  with  Civil  Service  Commission  policy  and  direction,  the  unit  has  also 
responded  to  departmental  needs  for  eligibles  with  specialized  expertise  and 
backgrounds  through  the  establishment  of  specialized  lists,  rather  than  new  classi- 
fications. The  staff  works  closely  with  the  Civil  Service  Commission  staff  liaison  and 
with  departmental  job  experts  to  ensure  job-related  examinations  which  fully 
conform  to  Civil  Service  standards  and  merit  principles. 

The  unit  has  attempted,  whenever  possible,  to  integrate  assessment  center  tech- 
niques, especially  job-related  written  performance  exercises,  into  the  examination 
process,  rather  than  limiting  the  methodology  to  standard  oral  interview  examina- 
tions alone.  Over  time,  the  unit  has  developed  alternate  forms  of  tests  and  exercises 
so  that  exam  administration  can  be  expedited  and  thereby  respond  more  efficiently 
to  departmental  needs. 

In  addition  to  examination  development,  analysts  also  respond  to  the  department's 
needs  for  classification  and  compensation  surveys  and  reports.  In  Fiscal  Year  1992- 
93,  the  unit  classified  116  new,  substituted  or  downgraded  positions  in  addition  to 
positions  which  were  surveyed  and  classified  in  a  department-wide  study  con- 
ducted by  the  firm  of  Ralph  Andersen  and  Associates 

In  Fiscal  Year  1992-93,  the  Department  finalized  the  classification  study  conducted 
by  Ralph  Andersen  and  Associates.  This  study  surveyed  and  recommended  the 
classification  of  almost  1,000  departmental  positions.  The  resulting  classification 
plan  provides  the  foundation  for  recruitment,  selection,  evaluation  and  training  ot 
employees,  and  an  equitable  compensation  program  that  is  thoroughly  grounded 
in  the  nature  of  the  work  performed.  This  plan  also  includes  a  viable  career  laddei 
structure  ami  classification  specifications  which  provide ( leai  distinctions  between 
classes,  and  a  more  accurate  representation  of  current  duties  and  responsibilities 
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Asa  resull  of  the  Ralph  Andersen  study,  six  new  classes  were  created  forjobs  where 
duties  and  assignments  were  not  reflected  in  existing  classifications.  However,  this 
number  was  offset  by  the  abolishment  of  ten  unused  and  outdated  classes  resulting 
in  a  net  decrease  in  the  number  of  departmental  classes. 

The  study  also  established  a  flex-staffing  pattern  for  Classes  2940  Child  Welfare 
Worker  and  2942  Senior  Child  Welfare  Worker,  comparable  to  the  flex-staffing 
system  now  in  place  for  the  Class  2903  Eligibility  Worker  and  Class  2910  Social 
Worker  classifications. 

The  unit  has  three  professional  and  one  clerical  staff  members.  The  work  load 
continued  to  escalate  during  the  past  year  due  to  the  continued  expansion  of  services 
provided  bv  the  Department  and  increases  in  the  number  of  clients  served.  The 
unit's  goals  for  Fiscal  Year  1993-94  are  to  administer  10  new  examinations  (five  for 
existing  classes  and  five  for  new  classes)  and  to  complete  the  classification  of  new 
positions  in  the  budget.  A  priority  for  the  next  fiscal  year  will  be  to  conduct 
examinations  for  new  classes  created  through  the  Ralph  Andersen  Survey.  The  unit 
is  committed  to  providing  a  high  quality  of  service  to  the  Department  of  Social 
Sen-ices  and  the  Civil  Service  Commission. 
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FIRE  SERVICES  EXAMINATION  UNIT 


Since  the  inception  of  a  Federal  Consent  Decree  in  1988,  the  Fire  Services  Examina- 
tion Unit  has  successfully  developed  and  administered  selection  procedures  for  all 
uniformed  Fire  Department  classifications  mandated  by  the  Court.  The  unit 
continues  to  administer  a  rigorous  schedule  of  examinations  that  are  monitored  at 
all  stages  by  Consent  Decree  parties  and  the  Court. 

The  unit  works  with  nationally  recognized  psychometric  experts  to  develop  state- 
of-the-art  selection  procedures  that  simulate  important  job  duties  and  measure  the 
most  critical  knowledge,  skills  and  abilities.  In  conjunction  with  the  psychometric 
experts,  the  unit  conducts  an  extensive  analysis  of  a  job  classification  prior  to  the 
development  of  selections  procedures.  The  examinations  that  are  ultimately 
developed  are  job-related  and  comport  with  professional  and  legal  standards  which 
govern  employment  testing. 

Under  the  Consent  Decree,  the  unit  has  administered  two  entry  level  examinations 
for  H-2  Firefighter,  receiving  over  12,000  applications  and  testing  over  7500 
individuals.  A  total  of  346  individuals  have  completed  the  Fire  Academy.  Of  these, 
205  represented  racial  minorities  and  51  were  women.  Two  Fire  Academy  classes 
were  completed  this  year.  Of  54  hires,  37  represented  racial  minorities  and  1 1  were 
women.  The  success  of  the  examination  process  and  the  timely  adoption  of  eligible 
lists  have  enabled  the  Fire  Department  to  meet  entry  level  hiring  goals. 

Over  the  past  year,  the  unit  completed  the  examination  process  for  H-40  Battalion 
Chief,  and  administered  a  Physical  Ability  Test  to  over  200  potential  firefighters. 
The  unit  anticipates  that  the  results  of  the  H-40  Battalion  Chief  examination  will 
enable  the  Fire  Department  to  increase  minority  representation  at  that  rank.  To 
prepare  firefighter  candidates  for  the  Physical  Ability  Test,  the  unit  conducted 
group  orientations  and  extensive  pre-test  training  programs  that  were  developed 
to  enhance  the  readiness  of  the  candidates. 

In  addition,  the  unit  began  job  analysis  and  examination  development  activities  for 
the  rank  of  H-22  Lieutenant,  Bureau  of  Fire  Prevention  and  Public  Safety;  H-24 
Lieutenant,  Bureau  of  Fire  Investigation;  H-20  Lieutenant;  and  H-30  Captain. 

The  unit  locks  forward  to  continued  success  in  developing  and  administering  valid 

job-related  examinations  that  will  permit  the  Fire  Department  to  hire  qualified 
individuals  while  meeting  the  goals  of  the  Consent  Deem 


60 


CITY    AND    COUNTS     OF    SAN    FRANi    IM    O 


Annual  Report 

for 

1993-1994 


NOT 
PRODUCED 


City  and  County 

off 

San  Francisco 


v 


9  nppT 


DO'"*'  — M 

OCT04n 


Civil  Service  Commission 


Log"  95  Years 
of  Leadersh  tp 

J/rpOO  -  7/995 


Annual  Report 


Fiscal  Year  1994*95 


San  Francisco 

Civil  Service  Commission 

Annual  Report 
Fiscal  Year  94-95 


Karen  Clopton 
President 

George  Kosturos 
Commissioner 

A.  Lee Munson 
Commissioner 

Adrlenne  Pon 
Vice  President 

Juan  Rios 
Commissioner 


Albert  C.  Walker 
Executive  Officer 


Michael  Casey 

Coordinator,  Employee  Relations  Ordinance  Administration 

Sandra  L.  Favale 

Sr.  Executive  Secretary  Admin. Coordinator 

Llzzette  Henrlquez 
Sr.  Clerk  Typist 

Rhonda  Parker 
Appeals  Analyst 

Margarita  Zamora 
Assistant  Executive  Officer 


CITY  AND  COUNTY  OF  SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

ANNUAL  REPORT  -  FISCAL  YEAR  1994-95 

TABLE  OF  CONTENTS 

Letter  of  Transmittal  to  Mayor  Frank  Jordan 3 

Mission  Statement 4 

The  Commission  and  its  Members 5 

Major  Accomplishments  During  Fiscal  Year  1994-95  7 

The  Continuing  Legacy: 

About  the  Civil  Service  Commission 8 

January  5  1900:  Civil  Service  Comes  to  San  Francisco 8 

Authority 9 

Responsibility 10 

Organization  Chart 1 1 

Staff 11 

Budget 11 

The  Contemporary  Challenges: 

The  Commission  in  Action 12 

Commission  Meetings 12 

Civil  Service  Commission  Rules  Revision  Committee 13 

Rules  Changes  Incorporating  Changes  from 

Propositions  C,  D,  and  E  (1 1/91)  and  Proposition  L  (1 1/93) 14 

Rules  to  be  Deleted 15 

Rules  Changes  in  Progress  with  the  Rules  Revision 

Committee  or  with  Working  Groups 16 

Toward  the  "Lean  and  Mean" 17 

"Cutting  Red  Tape":  Streamlining  Personal  Services 

Contracts  Approval  Procedures 17 

Containing  Personnel  Costs:   Establishing  a  Modern  and 

Effective  Classification  Plan 19 

The  Commission  as  "The  Neutral"  in  City  and  County  Government 

Employee  Relations  Ordinance  Administration 20 

Employee  Organization  Certification/Decertification 20 

Unfair  Labor  Practices  Charges 21 

Unit  Assignments/Complaints 22 


Karen  Clopton 
President 

Adrienne  Pon 
Vice  President 

George  Kosturos 
Commissioner 

A.  Lee  Mitnson 
Commissioner 

Juan  Rios 
Commissioner 

\lbert  C. Walker 
executive  Officer 


Civil  Service  Commission 

City  and  County  of  San  Francisco 

September  18,  1995 


The  Honorable  Frank  Jordan 

Mayor  of  the  City  and  County  of  San  Francisco 

Veterans  Building 

401  Van  Ness  Avenue,  Room  336 

San  Francisco,  CA  94102 

Dear  Mayor  Jordan: 

It  is  with  great  pride  and  pleasure  that  I  transmit  the  Civil  Service 
Commission's  Fiscal  Year  1994-95  Annual  Report.  This  Annual  Report 
commemorates  the  Commission's  95  years  of  progress  and  leadership  in 
public  personnel  management.  In  addition,  this  Report  reflects  the  overall 
commitment  and  focus  of  the  Civil  Service  Commission  in  providing  fair  and 
equitable  employment  opportunities  for  all  prospective  and  current  employees 
of  the  City  and  County  of  San  Francisco. 

The  Civil  Service  Commission  is  proud  of  its  accomplishments  during  Fiscal 
Year  1994-1995.  In  the  face  of  diminishing  resources,  the  Civil  Service 
Commission  successfully  spearheaded  several  significant  changes,  including 
streamlining  the  City  and  County's  contracting  process,  which  resulted  in 
promoting  efficiency  and  effectiveness  in  City  and  County  government. 

This  Annual  Report  also  documents  the  Civil  Service  Commission's  first  full 
year  of  operation  since  the  Charter  Amendment  (Proposition  L)  was  approved 
by  the  voters  in  November  1993.  Proposition  L  separated  the  Civil  Service 
Commission  and  the  current  staff  from  the  remainder  of  the  former 
administrative  agency  which  became  the  new  Department  of  Human 
Resources.  The  creation  of  the  Department  of  Human  Resources  essentially 
relieved  the  Civil  Service  Commission  of  its  day-to-day  responsibility  over 
administrative  functions,  therefore,  enabling  the  Commission  to  focus  on  its 
new  role  as  a  policy-making  body  to  oversee,  regulate,  and  serve  as  final 
arbiter  of  the  City  and  County  of  San  Francisco  civil  service  merit  system. 

This  was  a  year  of  change,  challenges,  and  certainly  many  accomplishments. 
The  Commission  looks  forward  with  great  anticipation  to  the  challenges  of  the 
next  year! 

On  behalf  of  the  members  of  the  Civil  Service  Commission  and  their  staff,  I 
am  pleased  to  forward  the  Fiscal  Year  1994-95  Annual  Report. 

Respectfully, 

CIVIL-SERVlCf      DMMISSI 
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MISSION  S7fA\  TEMENT 


To  establish,  ensure,  and  maintain  an  equitable 
and  credible  merit  system  for  public  service  for  the 
citizens  of  San  Jrancisco.  fts  such,  the 
Commission  Vision  is  that  the  San  Jrancisco  Civil 
Service  Commission  sets  the  new  national  standard 
for  excellence  in  personnel  management  through  an 
effective,  fair,  and  modern  system  that  recognizes 
and  builds  on  the  diversity,  s/qlls,  and  dedication 
of  public  employees,  and  consistently  provides  the 
best-qualified  candidates  for  public  service  in  a 
timely  and  cost  effective  manner. 
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THE  COMMISSION  MEMBERS 

Mem  bersh  ip 


The  Civil  Service  Commission  is  composed  of  five  (5)  members,  each  appointed  to 
serve  a  six-year  term.  Commissioners  presently  serving  on  the  Commission  are: 

Karen  Clopton,  President 

Adrienne  Pon,  Vice  President 

George  Kosturos 

A.  Lee  Munson 

Juan  Rios 


Member's  Biographical  Information 

Karen  Clopton,  President 

Appointed  October  1993  by  Mayor  Frank  Jordan 

Commissioner  Karen  Clopton  is  an  attorney  in  private  practice.  Ms.  Clopton  specializes 
in  labor  and  employment  law  and  is  a  graduate  of  Vassar  College  (cum  laude)  and  the 
Antioch  School  of  Law.  She  was  formerly  with  the  National  Labor  Relations  Board  in  its 
Washington,  D.C.,  Oakland,  and  San  Francisco  offices.  Ms.  Clopton  is  President  of  the 
Board  of  Directors  for  the  Bayview  Hunters  Point  Foundation  for  Community 
Development.   Elected  to  a  one-year  term  as  Commission  Vice  President  1994-95. 

Adrienne  Pon,  Vice  President 

Appointed  September  1994  by  Mayor  Frank  Jordan 

Commissioner  Adrienne  Pon  is  an  executive  with  Pacific  Bell  and  is  a  graduate  of  San 
Francisco  State  University  and  has  a  Master's  Degree  in  Public  Relations  and  Public 
Affairs  from  Golden  Gate  University.  Ms.  Pon  is  the  National  Chair,  Asian 
American/Pacific  Islanders  in  Philanthropy,  Board  Director  and  former  Secretary  of 
Leadership  California,  member,  Corporate  Task  Force,  Kimochi,  Inc.,  and  an 
advisor/writer  for  Perspectives  -  a  publication  of  Asians  for  Corporate  and  Community 
Action.  Ms.  Pon  has  also  been  an  Editor-at-Large  and  Advisory  Board  Member  for 
Patriots  Magazine  and  President  and  fundraising  chair  for  the  Association  of  Children's 
Rights  and  Services  Wu  Yee. 
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George  Kosturos 

Appointed  October  1993  by  Mayor  Frank  Jordan 

Commissioner  George  Kosturos  is  a  retired  Public  Accountant  who  previously  headed 
his  own  accounting  firm  for  45  years.  He  is  past  president  of  the  Society  of  California 
Accountants,  San  Francisco  Chapter,  received  his  Bachelors  of  Science  degree  in 
Accounting  from  the  University  of  California  at  Berkeley,  and  is  a  life  member, 
University  of  California  Alumni  Association.  Mr.  Kosturos  has  been  an  active  participant 
in  political  campaigns  since  1945,  including  former  Mayor  George  Christopher,  the  late 
City  Attorney  George  Agnost,  President  Dwight  Eisenhower,  President  Richard  Nixon, 
and  many  others. 

A.  Lee  Munson 

Appointed  March  1984  by  Mayor  Dianne  Feinstein;  Reappointed  October  1987  by 
Mayor  Dianne  Feinstein;  Reappointed  October  1993  by  Mayor  Frank  Jordan 

Commissioner  A.  Lee  Munson  is  the  President  of  his  own  professional  management 
consulting  firm  which  specializes  in  financial  management  and  revitalizing  under 
performing  organizations.  He  has  extensive  consulting  experience  in  the  public  sector, 
including  Co-Chair  of  the  Task  Force  on  Long  Term  Cost  and  Revenue  Trends  in  San 
Francisco,  a  study  by  the  Mayor's  Fiscal  Advisory  Committee  from  1990-1992.  He  has 
also  served  twice  as  president  of  the  Civil  Service  Commission.  Mr.  Munson  spent  ten 
years  at  Crown  Zellerbach  Corporation  as  Vice  president  and  Corporate  Treasurer.  He 
held  the  same  position  with  Fairchild  Camera  &  Instrument  Corp..  a  multinational 
manufacturer  of  semiconductors  and  electronic  systems.  Mr.  Munson  received  a 
Bachelor  of  Arts  degree  from  Amherst  College  and  a  Masters  of  Business 
Administration  with  Distinction  from  Harvard  Business  School.  Commissioner  Munson 
served  twice  as  Commission  Vice  President  in  1986-87  and  1989-90,  and  served  two 
terms  as  Commission  President  in  1 987-88  and  1 990-91 . 


Juan  Rios 

Appointed  by  Mayor  Art  Agnos  July  1991 

Commissioner  Juan  Rios  is  the  Senior  Human  Resources  Director  for  Industrial  and 
International  sectors  of  Raychem,  a  Fortune  500  global  corporation.  He  has  extensive 
experience  in  labor  relations  as  the  Director,  Labor  Management  Relations  Department, 
Oakland  Schools  and  Director,  Employee  and  Labor  Relations,  Office  of  Personnel 
Management.  He  has  taught  Graduate  and  Undergraduate  courses  and  is  a  certified 
trainer  in  various  subjects,  including  cultural  awareness,  interpersonal  diversity, 
managing  personal  growth,  negotiating  labor  agreements,  resolving  employee  disputes, 
and  Title  VII  of  the  Civil  Rights  Act  of  1964.  He  is  a  member  of  the  Labor  Arbitration 
Panel  of  the  American  Arbitration  Association  and  a  former  President  of  the  Civil 
Service  Commission  (1994-95). 


Page  h 


CITY  AND  COUNTY  OF  SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

MAJOR  ACCOMPLISHMENTS 
DURING  FISCAL  YEAR  1994-1995 

•  Promulgated  eleven  Rules  changes  which  contribute  to  the  Civil  Service 
Commission's  goal  of  overhauling  the  Civil  Service  Commission  Rules  by  means 
of  eliminating  redundancy  and  obsolescence,  protecting  the  civil  service  merit 
system,  and  controlling  costs  which  result  from  practices  which  may  not  be 
conducive  to  the  efficient  operation  of  City  and  County  departments. 

•  Established,  as  one  of  its  priorities,  a  policy  to  reduce  the  number  of  classes  in 
the  City  and  County  of  San  Francisco  to  less  than  1,000,  and  launched  a  major 
program  to  reach  this  goal.  Accordingly,  in  Fiscal  Year  1994-95,  the  Class 
Consolidation  Project  has  reduced  the  number  of  classes  from  1689  to  1536,  a 
net  reduction  of  153  classes. 

•  Adopted  and  implemented  the  procedures  which  streamlined  the  Civil  Service 
Commission  approval  process  for  Personal  Services  Contracts  by  creating  an 
approval  option  that  is  coordinated  with  the  City  and  County's  annual  budgetary 
process  and  by  eliminating  many  of  the  unnecessary  and  bureaucratic  hurdles 
management  was  previously  required  to  undertake. 

•  Conducted  the  "Overview  of  Civil  Service  in  a  Changing  Era",  a  ten-session,  half- 
day  training  course  for  over  40  departmental  personnel  professionals.  This 
training  provided  an  in-depth  examination  of  civil  service  and  the  dynamics  which 
affect  the  City  and  County  San  Francisco's  merit  system  in  the  new  era  in  which 
civil  service  co-exists  with  collective  bargaining. 

•  Initiated  Phase  I  of  a  citywide  classification  study.  The  Civil  Service  Commission 
is  spearheading  the  classification  study  in  an  effort  to  streamline  the  City  and 
County's  ability  to  contain  personnel  costs  and,  ultimately,  establish  a  modern 
classification  system,  with  fair  and  up-to-date  classes  for  City  and  County 
positions. 

•  Continued  negotiations  with  the  Service  Employees  International  Union  (SEIU) 
on  issues  involving  the  jurisdiction  of  the  Civil  Service  Commission,  or  "Carve 
Outs",  contained  in  the  SEIU  arbitration  award.  Out  of  more  than  fourteen  (14) 
critical  outstanding  issues,  only  four  remain. 

•  Conducted  the  election  for  the  Management  Bargaining  Unit  which  involved 
decertification  proceedings;  the  Unit  is  currently  represented  by  the  San 
Francisco  Municipal  Executives  Association. 

•  Received  a  favorable  decision  in  a  major  labor  relations  issue  from  an 
Administrative  Law  Judge  who  ruled  in  favor  of  the  City  and  County's  position 
with  regard  to  the  Unfair  Labor  Practices  Charge  filed  by  Local  21  concerning  the 
City  and  County's  method  of  assigning  classes  to  bargaining  units. 


Paee  7 


CITY  AND  COUNTY  OF  SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

THE  CONTINUING  LEGACY: 
ABOUT  THE  CIVIL  5ER  VICE  COMMISSION 


This  Annual  Report  commemorates  the  Commission's  95th  anniversary  and  the  95th 
continuous  year  of  the  operation  of  a  merit  system  in  San  Francisco. 

Historical  Background 

January  5.  1900:   Civil  Service  Comes  to  San  Francisco 

The  Civil  Service  Commission  was  established  in  1900,  the  same  time  as  the  merit 
system  for  the  City  and  County  of  San  Francisco  was  established.  This  makes  the  Civil 
Service  Commission  one  of  the  oldest  in  the  country,  pre-dated  only  by  just  a  few  years 
by  Chicago,  New  York,  and  a  few  other  Eastern  municipalities.  However,  San 
Francisco  has  the  oldest  civil  service  system  West  of  the  Mississippi! 

The  first  members  of  the  Commission,  which  up  until  1975  consisted  of  three  members 
were  P.H.  McCarthy,  John  E.  Quinn,  and  Richard  Freud,  who  were  appointed  by  Mayor 
James  D.  Phelan  on  December  30,  1899.  The  Commission  formally  organized  on 
January  5,  1900,  with  the  election  of  Richard  Freud  as  president.  The  first  competitive 
examination  was  held  on  January  8,  1900.  and  as  a  result,  Edward  F.  Moran  was 
appointed  "Chief  Examiner  and  Secretary"  of  the  Commission. 

The  offices  of  the  Commission  opened  to  the  public  at  noon,  January  8,  1900,  and  by 
5:00  p.m.,  621  Laborers'  applications  were  received  and  hundreds  of  applications  for 
examinations  were  issued. 

The  budget  for  that  first  year  of  operation  totaled  S4.839.67  and  is  detailed  below: 


Expense 

Amount 

Total 

Salaries 

Commissioners 

S  1,800.00 

Chief  Examiner 

1,200.00 

Clerk 

600.00 

Stenographer 

375.00 

S  3,975.00 

Stationery 

S  1.021.92 

Value  of  stock  on  hand 

350.00 

671.92 

Miscellaneous 

S  192.15 

192.15 

TOTAL 

$  4.839.67 

It  is  interesting  to  note  that  the  salary  of  Civil  Service  Commissioners  in  1900  was  $100 
per  month.   In  95  years,  the  Commissioners  have  yet  to  get  a  raise! 
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CIVIL  SERVICE  COMMISSION 


Authority 


The  City  and  County  of  San  Francisco  Charter  delineates  the  responsibilities  of  the  Civil 
Service  Commission  as  specified  in  Sections  3.500,  3.660,  3.661,  and  8.200.  Further, 
Charter  Section  8.409-3  (Proposition  B  [11/91]  and  F  [11/94])  also  outlines  those 
matters  within  the  jurisdiction  of  the  Civil  Service  Commission  which  establish, 
implement,  and  regulate  the  Civil  Service  Merit  System  and  which  are  not  subject  to 
bargaining.  These  exemptions  from  collective  bargaining  are  known  as  the  Civil 
Service  "Carveouts"  and  include  the  following: 

the  authority,  purpose,  definitions,  administration,  and  organization  of  the  merit 
system  and  the  Civil  Service  Commission; 

policies,  procedures,  and  funding  of  the  operations  of  the  Civil  Service 
Commission  and  its  staff; 

the  establishment  and  maintenance  of  a  classification  plan,  including  the 
classification  and  reclassification  of  positions  and  the  allocation  and  reallocation 
of  positions  to  the  various  classes; 

status  rights; 

the  establishment  of  standards,  procedures,  and  qualifications  of  employment, 
recruitment,  application,  examination,  selection,  certification,  and  appointment; 

the  establishment,  administration,  and  duration  of  eligible  lists; 

probationary  status  and  the  administration  of  probationary  periods,  except 
duration,  pre-employment  and  fitness  for  duty  medical  examinations,  except  for 
the  conditions  under  which  referrals  for  fitness  for  duty  examinations  will  be 
made,  and  the  imposition  of  new  requirements; 

the  designation  of  positions  as  exempt,  temporary,  limited  tenure  (provisional), 
part-time,  or  permanent; 

resignation  with  satisfactory  service  and  re-appointment; 

exempt  entry  level  appointment  of  the  handicapped; 

approval  of  payrolls,  and 

conflict  of  interest. 
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After  the  Commission's  95  years  as  a  separate  entity,  Proposition  L  (11/93)  bifurcated 
the  Commission  and  a  small  cadre  of  support  staff  from  the  remainder  of  the  former 
administrative  agency  which  became  the  new  Department  of  Human  Resources.  The 
Department  of  Human  Resources  was  charged  with  the  administrative  functions,  such 
as  position  classification,  examinations,  certification  of  eligibles,  etc.  The  Civil  Service 
Commission,  relieved  of  its  direct  responsibility  over  these  administrative  functions, 
became  an  appeals  and  policy-making  board  to  oversee,  regulate,  and  serve  as  final 
arbiter  of  the  City  and  County  of  San  Francisco  civil  service  merit  system  through: 

1.  Promulgation  of  Rules,  policies,  and  procedures  to  establish  the 
framework  for  the  operation  of  the  City  and  County  personnel  system.  As 
such,  the  Commission  approves  Rules  and  procedures  governing  Equal 
Employment  Opportunity  and  Affirmative  Action,  applications, 
examinations,  eligibility,  duration  of  eligible  lists,  appointments, 
promotions,  transfers,  resignations,  and  related  personnel  matters; 

2.  Consideration  of  appeals  of  administrative  actions,  including 
discrimination  complaints,  and  rendering  final  and  binding  decisions; 

3.  Oversight  and  regulation  of  the  San  Francisco  civil  service  merit  system, 
including  investigating  and  resolving  charges  of  unfair  labor  practice  and 
complaints  of  discrimination  and  sexual  harassment;  and 

4.  Instituting  legal  proceedings,  if  necessary,  to  abate  violations  of  the  Civil 
Service  merit  system  provisions  of  the  City  and  County  Charter  and 
Commission  regulations. 

5.  When  the  Commission  investigates  a  problem  area  and  makes  a  finding 
that  corrective  action  is  needed,  the  Commision  may  direct  the  Human 
Resources  Director  to  take  such  action  as  the  Commission  believes 
necessary  to  carry  out  the  civil  service  provisions  of  the  Charter. 

The  Civil  Service  Commission,  after  almost  a  century  operating  within  a  specific 
framework  and  now  relieved  of  the  majority  of  its  administrative  responsibilities,  has 
enthusiastically  begun  the  arduous  process  of  redefining  its  role  and  concentrating  itself 
on  its  Charter  functions.  Essentially,  the  Commission  has  begun  to  focus  on 
formulating  policy  and  creating  the  structure  for  the  personnel  system  of  the  City  and 
County.  This  is  evident  through  several  examples  discussed  throughout  this  Annual 
Report. 
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Organization  Chart 


Karen  Clopton.  President 

Adrienne  Pon,  Vice  President 

George  Kosturos.  Member 

A.  Lee  Munson,  Member 

Juan  Rios,  Member 


Executive  Officer,  Civil  Service  Commission 
Atoert  C.  Walker 

I 

Employee  Relations  Ord.  Admin. 
Michael  Casey 

Assistant  Executive  Officer 
Margarita  Zamora 

Sr.  Ex.  Secretary/ Admin.  Coord. 
Sandra  L.  Favale 

Appeals  Analyst 
Rhonda  Parker 


Sr.  Clerk  Typist 
Lizzette  Henhquez 


Staff 


Albert  C.  Walker,  Executive  Officer 

Margarita  Zamora,  Assistant  Executive  Officer 

Michael  Casey,  Employee  Relations  Ordinance  Administrator 

Sandra  Favale,  Executive  Secretary 

Rhonda  Parker,  Appeals  Analyst 

Lizzette  Henriquez,  Senior  Clerk  Typist 


Budget: 


The  Fiscal  Year  1994-95  budget  appropriation  was  as  follows: 


ACCOUNT 

ADOPTED 
BUDGET 

Salary  &  Fringe  Benefits 

Permanent 

$318,016 

Temporary 

2,000 

Premium 

3,400 

Fringe  Benefits 

61,285 

Total  Salary  &  Fringe  Benefits 

$384,701 

Service  and  Professional  Services 

Professional  Services 

$  23,400 

Training 

255 

Total  Services  and  Professional  Services 

$23,655 

TOTAL  BUDGET  APPROPRIATION 

$  408,356 
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THE  CONTEMPORAR  Y  CHALLENGES: 


Comm ission  Mleetin^s: 

The  Civil  Service  Commission  met  a  total  of  41  times  during  Fiscal  Year  1994-95.  Of 
the  41  meetings,  19  were  regular  and  22  were  special  meetings.  The  Commission 
meets  to  review  separations  from  service,  classification  appeals,  certain  salary  and 
wage  appeals,  in-service,  and  examination  matters.  At  its  41  meetings,  the  Civil 
Service  Commission  reviewed  the  following  items:  6  classification,  25  examination;  32 
in-service,  and  85  compensation,  including  surveys  of  the  Police,  Fire,  Registered 
Nurses,  and  Municipal  Railway  rates  of  pay,  and  setting  the  salaries  of  most  elected 
officials. 

In  addition,  the  Civil  Service  Commission  reviewed  the  following  employee  separations: 
26  entrance  probationary;  one  (1)  promotive  probationary;  18  automatic  resignations 
due  to  abandonment  of  position;  five  (5)  terminations  of  temporary  employees 
appointed  from  civil  service  lists;  22  resignations  certified  as  services  unsatisfactory; 
and  22  dismissals  of  permanent  employees. 
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Civil  Service-  Commission  Rules  Revision  Committee 

Foremost  in  the  Commission's  agenda  is  to  overhaul  the  Civil  Service  Commission 
Rules,  not  only  to  protect  the  civil  service  merit  system,  but  to  control  costs  which  result 
from  practices  which  may  not  be  conducive  to  the  efficient  operation  of  a  department. 
In  these  times  of  diminishing  resources,  the  Civil  Service  Commission  recognizes  the 
need  to  control  personnel  costs,  to  make  our  workforce  more  efficient  by  providing 
managers  with  the  necessary  tools  which  conform  with  and  anticipate  changes  in  the 
work  environment  so  as  to  avoid  expending  unnecessary  personnel  time  and  resources 
on  duplicative  or  archaic  practices. 

In  this  regard,  the  Civil  Service  Commission,  in  the  Spring  of  1994,  created  and 
appointed  a  Rules  Revision  Committee  as  the  body  to  review  the  Civil  Service 
Commission  Rules  in  their  entirety  and  related  policies  and  procedures.  The  goal  of  the 
Rules  Revision  Committee  is  to  provide  departmental  managers  with  the  tools  they 
need  and  want  and  which  will  enable  them  to  operate  their  departments  in  an  improved 
and  appropriate  manner.  Therefore,  the  Rules  Revision  Committee  is  entrusted  with 
the  on-going  task  to  move  towards  the  abbreviation,  simplification,  and  continuous 
updating  of  the  Rules. 

To  date,  approximately  32  Rules  have  been  developed  and  reviewed  by  the  Rules 
Revision  Committee.  These  Rules  implement  not  only  those  changes  resulting  from 
Propositions  C,  D,  and  E  (11/91),  Proposition  L  (11/93)  and  additional  procedural 
changes  which  have  resulted  from  the  City  and  County's  new  phase  of  contract 
negotiations,  but  also  overhaul  other  Rules  which  warranted  review  in  an  effort  to 
eliminate  redundancy  and  obsolescence.  For  Fiscal  Year  1994-95  alone,  11  Rules 
changes  were  promulgated.  These  Rules  changes  have  also  been  referred  to  the 
Department  of  Human  Resources,  Employee  Relations  Division,  for  determination  and 
completion  of  meet  and  confer  or  consultation  obligations.  It  is  estimated  that  the 
majority  of  the  overhaul  to  the  Rules  will  take  approximately  two  more  years  to 
complete. 

In  addition,  nine  (9)  Rule  changes  are  currently  in  working  groups  or  being  revised  by 
the  Rules  Revision  Committee  for  final  recommendation  to  be  submitted  to  the  Civil 
Service  Commission  for  referral  to  the  Department  of  Human  Resources,  Employee 
Relations  Division.  These  Rules  changes  include  a  proposed  new  Status  Rule, 
proposed  new  Equal  Employment  Opportunity  Rule,  and  significant  amendments  to  the 
Probationary  Period  Rule.  Also,  an  objective  for  Fiscal  Year  1995-96  is  to  recodify  and 
reallocate  the  Rules  into  a  "user  friendly"  system  which  would  make  them  easier  to 
interpret  and  use  in  the  new  collective  bargaining  environment.  These  Rules  changes 
contribute  to  the  Civil  Service  Commission's  ultimate  goal  of  reducing  the  number  of 
classes  by  broadening  the  rules  governing  certification  of  eligibles  from  lists  and 
narrowing  the  "bumping"  between  departments  of  laid  off  employees. 

The  Rules  changes  are  detailed  in  the  subsequent  three  pages  of  this  Annual  Report. 
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THE  CIVIL  SERVICE  COMMISSION  RULES 

RULES  CHANGES  INCORPORATING.  CHANGES  FROM 

PROPOSITIONS  C,  D,  AND  E  (11/91) 

AND  PROPOSITION  L  (11/95) 

The  following  Rule  changes/deletions  were  referred  to  either  the  Department  of  Human 
Resources,  Employee  Relations  Division,  or  to  its  predecessor  Employee  Relations 
Division,  Mayor's  Office,  for  determination  and  completion  of  meet  and  confer  or 
consultation  obligations. 


RULE 
NO 

TITLE 

DATE 
REFERRED 

2 

Definitions  (amend) 

October  5,  1992 

6 

Separation  Hearings  and  Procedures,  Section  6.06  -  Procedure 
for  Dismissal  of  Regular  Permanent  Employees  Except 
Members  of  the  Uniformed  Ranks  of  the  Police  and  Fire 
Departments 

June  12,  1992 

6A 

Dismissal  Duration  Probation  Period  (amend) 

October  5,  1992 

8 

Examination  Announcements  and  Applicants  (amend) 

October  5,  1992 

8A 

Qualification  of  Applicants  (delete) 

October  5,  1992 

9 

Examinations  (Amend) 

October  5,  1992 

9A 

Examinations  of  Applicants  (delete) 

October  5,  1992 

9B 

Protest  of  Written  Questions  and  Answers  (delete) 

October  5.  1992 

9C 

Veterans  Preference  in  Examinations  (amend  to  9A) 

October  5.  1992 

9D 

Promotional  Examinations  for  Employees  on  Military  Leave 
(amend  to  9B) 

October  5,  1992 

10 

Eligible  Lists  (amend) 

October  5,  1992 

10A 

Protest  of  Tentative  List  of  Eligibles  (delete) 

October  5,  1992 

10B 

Duration  of  Lists  of  Eligibles  (delete) 

October  5,  1992 

11 

Certification  of  Eligibles  (Section  11.02) 

October  1,  1993 

11 

Appendix  -  (amend) 

October  1,  1993 

12 

Appointments  (amend) 

October  5,  1992 

12A 

Limited  Tenure  Appointments  (delete) 

October  5,  1992 

12B 

Temporary  and  Emergency  Appointments  (delete) 

October  5,  1992 

16 

Probationary  Period  (amend) 

October  5,  1992 

16 

Appendix  -  Probationary  Period  (members  of  the  uniformed 
ranks  of  the  San  Francisco  Police  Department,  the  San 
Francisco  Fire  Department,  the  Airport  Police,  and  the  Deputy 
Sheriff  series. 

October  5,  1992 

19 

Transport  Workers  Union  -  San  Francisco  Municipal  Railway 
Trust  Fund  (amend) 

July  18,  1994 

22 

Leaves  of  Absence  (amend) 

July  18,  1994 

32 

Layoff  and  Involuntary  Leave  (amend) 

June  12,  1992 

35 

Return-to-Work  Program  (new) 

July  18,  1994 
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THE  C1IVI1L  SERVICE  COMMISSION  RULES 

RULES  TO  BE  DELETED 

The  following  Rule  deletions  were  referred  to  the  Department  of  Human  Resources, 
Employee  Relations  Division,  for  determination  and  completion  of  meet  and  confer  or 
consultation  obligations. 


RULE 
NO 

TITLE 

DATE 
REFERRED 

9B 

Promotional  Examinations  for  Employees  on  Military  Leave 
(delete) 

April  3,  1995 

9D 

Appendix  I  -  Promotional  Examinations  for  Employees  on  Military 
Leave  (delete) 

April  3,  1995 

18 

Employee  Relations  -  Grievance  Procedure  (delete) 

April  3,  1995 

23 

Standing  and  Special  Committees  (delete) 

April  3,  1995 

24 

Apprenticeship  Program  (delete) 

April  3,  1995 

27 

Temporary  Exchanges  for  Training  Purposes  (delete) 

April  3,  1995 

28 

Employee  Training  Reimbursement  Program  (delete) 

April  3,  1995 

30 

Personnel  Service  Records  (delete) 

April  3,  1995 

31 

Overtime  (delete) 

April  3,  1995 
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THE  CIVIL  SERVICE  COMMISSION  RULES 

RULES  CHANGES  IN  PROGRESS 

WITH  THE  RULES  REVISION  COMMITTEE 

OR  WITH  WORKING  GROUPS 

The  following  proposed  Rule  changes  are  currently  being  revised  by  the  Rules  Revision 
Committee  for  final  recommendation  to  be  submitted  to  the  Civil  Service  Commission  for 
referral  to  the  Department  of  Human  Resources,  Employee  Relations  Division. 


RULE 
NO 

TITLE 

1 

Proposed  new  Civil  Service  Commission  Rule  (Current  Rule  1 ,  Section  1 .03)  - 
Equal  Employment  Opportunity. 

6 

Separation  Hearings  and  Procedures  Excluding  Disciplinary  Action  Against 
Employees  Under  Charter  Section  8.346.  -  Proposed  amendment  to  provide 
for  a  non-punitive  release  method. 

7 

Classification  -  Proposed  new  Status  Rule. 

15 

Medical  Examinations  -  Proposed  amendment  to  comply  with  the  Americans 
with  Disabilities  Act. 

16 

Probationary  Period  -  Proposed  amendment  to  provide  for  a  non-punitive 
release  method. 

17 

Status  Rights  -  Incorporated  in  proposed  new  Status  Rule  7. 

20 

Transfers  -  Proposed  amendment  to  comply  with  the  American  with  Disabilities 
Act. 

22 

Leave  of  Absence  -  Proposed  amendment  to  comply  with  the  American  with 
Disabilities  Act. 

26 

Temporary  Assignments  Outside  of  Classification  -  Incorporated  in  proposed 
new  Status  Rule  7. 
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TO  WARD  THE  "LEA  TV  A  ND  ME  A  N" 

"Cutting-  Red  Tape":  Streamlining  of  Personal  Services 
Contracts  Approval  Procedures 

The  Civil  Service  Commission  reviews  proposed  personal  services  contracting 
decisions  to  determine  whether  it  has  jurisdiction  to  provide  the  needed  services 
through  the  classified  civil  service.  Personal  services  contracts  include  agreements  for 
services  paid  by  the  City  and  County  of  San  Francisco  with  individuals,  companies, 
corporations,  non-profit  organizations,  and  other  public  agencies. 

The  Commission's  role  is  distinguished  from  the  roles  of  the  City  and  County 
departments,  other  commissions,  the  Chief  Administrative  Officer  (CAO),  the 
Purchaser,  and  the  Human  Rights  Commission  (HRC)  in  that  the  Civil  Service 
Commission  is  not  concerned  with  the  selection  of  individual  contractors.  Rather,  the 
role  of  the  Civil  Service  Commission  is  to  determine  whether  the  circumstance 
pertaining  to  the  need  to  provide  services  in  a  particular  situation  (or  situations) 
warrants  the  use  of  a  personal  services  contract  or  contractors  in  lieu  of  civil  service 
employees.  The  Commission's  role  and  responsibilities  are  in  accordance  with  City 
Attorney  opinions  and  are  consistent  with  the  objectives  of  Proposition  L  (11/93)  in  that 
it  places  the  Civil  Service  Commission  in  a  policy-making,  rather  than  an  administrative 
role  relative  to  personal  services  contracting. 

One  major  example  of  the  Civil  Service  Commission's  acceptance  and  application  of  its 
new  role  is  in  its  oversight  of  the  personal  services  contracts.  On  December  5,  1994, 
the  Commission  adopted  revised  procedures  which  became  effective  on  January  1 , 
1995.  The  revised  procedures  streamlined  and  expedited  the  processing  of  personal 
services  contracts  by  eliminating  a  significant  amount  of  bureaucratic  red  tape.  This 
was  accomplished  without  loss  of  the  monitoring  and  auditing  of  the  contracting 
procedure  placed  by  the  Charter  in  the  Commission's  jurisdiction. 

Briefly,  the  intent  of  the  new  procedures  are  to: 

•  streamline  the  Civil  Service  Commission  approval  process  for  personal  services 
contracts; 

•  create  a  Personal  Services  Contracts  approval  option  that  was  consistent  with 
the  City  and  County's  budgetary  process  by  providing  departments  with  the 
ability  to  include  contracted  services  as  part  of  the  departmental  budget  when 
being  submitted  to  the  Mayor's  Office; 

•  develop  a  Personal  Services  Contract  appeal  procedure  to  alleviate  the  need  for 
department  representatives  to  attend  Civil  Service  Commission  meetings  when  there  is 
no  objection  to  Personal  Services  Contracts  they  have  submitted  for  approval. 
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Contracts  processed  prior  to  the  implementation  of  the  revised  procedures 
totaled  455.  Since  the  inception  of  the  revised  procedures,  i.e.,  February  3, 
1995  through  June  30,  1995,  a  total  of  347  required  formal  Civil  Service 
Commission  approval  as  104  personal  services  contracts  were  processed  under 
the  expedited  process.  In  the  expedited  process,  approval  authority  has  been 
delegated  by  the  Commission  to  the  Human  Resources  Director  for  smaller 
projects  meeting  criteria  established  by  the  Civil  Service  Commission. 


APPROVAL  TYPE 

NO.  OF 
CONTRACTS 

%OF 
TOTAL 

Annual 

57 

12.6% 

Continuing 

213 

47.2% 

Regular 

77 

17.1% 

Total  Contracts  Requiring  Formal 
Civil  Service  Commission 
Approval 

347 

76.9 

Expedited  (do  not  require  formal 
Commission  approval) 

104 

23.1% 

Total  Contracts  Processed  Under 
Revised  Procedures 

451 

100% 

Below  is  a  breakdown  of  the  type  of  service  provided  for  the  personal  services  contracts 
processed  under  the  revised  procedures: 


TYPE  OF  SERVICE 

NO.  OF 
CONTRACTS 

%OF 
TOTAL 

Administrative 

36 

8.0% 

Engineering,  Public  Works/Utilities 

64 

14.2% 

Financial  Administration 

34 

7.5% 

Information  Technology 

33 

7.3% 

Labor  &  Trades 

7 

1 .6% 

Legal 

24 

5.3% 

Protective  Services  &  Corrections 

4 

0.9% 

Public  Health 

103 

22.8% 

Public  Welfare  &  Education 

125 

27.7% 

Recreation,  Parks  &  Culture 

21 

4.7% 

Total  Contracts 

451 

100% 

Personal  Services  Contracts  processed  for  Fiscal  Year  1994-95  total  906  (455  prior  to 
establishing  the  new  procedures,  and  451  after  the  new  procedures  were  established). 
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CONTAINING  PERSONNEL  COSTS: 
ESTABLISHING  A  MODER  N  A  NO  EFFECTI VE 

CLASSIFICA  TION  PL  A  N 


Class  Consolidation  Priority 

The  City  and  County  of  San  Francisco  has  approximately  1 ,700  classes,  down  300  from 
over  2,000  in  a  1991  peak.  The  Civil  Service  Commission  has  established,  as  one  of 
its  priorities,  a  policy  that  there  should  be  less  than  1,000  classes,  and  accordingly,  has 
launched  a  major  program  to  reach  this  goal.  These  efforts  are  geared  towards 
reducing  red  tape  and  consolidating  and  eliminating  duplicative  or  obsolete  job 
classifications,  thereby  realizing  a  significant  cost  savings  and  improved  efficiencies  in 
the  way  the  City  and  County  manages  its  personnel. 

In  this  regard,  the  Civil  Service  Commission  has  drafted  several  Rules  amendments 
(Appendix  A)  and  enacted  policy  which  has,  for  Fiscal  Year  1994-95,  reduced  the 
number  of  classes  from  1689  to  1536,  a  net  reduction  of  153  classes. 

Citywide-  Classification  Study 

Analogous  to  the  Commission's  goal  of  reducing  the  number  of  classes  is  the 
Commission's  launching  of  a  project  which  is  intended  to  bring  the  City  and  Couny's 
classification  system  into  the  20th  century.  The  Commission  recognizes  the  need  for  a 
modern  classification  system,  with  fair  and  up-to-date  classifications  for  City  and  County 
positions,  which  are  the  essential  building  blocks  for  a  fair  and  credible  merit  system. 

To  this  end,  the  Commission  formed  a  Classification  Coordinating  Working  Group, 
which  includes  Commissioners,  senior  Commission  staff,  and  senior  managers  of  the 
Department  of  Human  Resources.  The  Working  Group  developed  a  proposal  for  a 
comprehensive  Citywide  Classification  Study.  The  Study,  to  be  conducted  over  the 
next  several  years,  in  three  phases,  has  the  following  goals: 

•  Develop  an  overall  architecture  for  a  new  classification  system; 

•  Audit  the  more  than  1500  classes  in  the  current  system,  and  consolidate  or 
reduce  the  number  of  classes  where  appropriate  to  less  than  1000; 

•  Provide  support  for  more  effective  management  of  compensation  programs; 

•  Introduce  a  modern  and  well-accepted  classification  system  that  supports  the 
principles  and  goals  of  the  merit  system  with  its  related  Equal  Employment 
Opportunity  and  Affirmative  Action  objectives; 

•  Realize  significant  savings  for  the  City  and  County  through  more  flexible 
personnel  assignments,  broader  classes,  and  lower,  but  more  efficient 
examination  costs. 
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THE  COMMISSION  AS  "r, 


Employee?  Relations  Ordinance  Administration 

The  Employee  Relations  Ordinance  Administration  program  performs  functions 
required  by  the  City  and  County's  Employee  Relations  Ordinance,  including  certification 
of  the  appropriate  employee  organization  to  represent  employees  for  negotiation 
purposes;  investigation  of  Unfair  Labor  Practice  Charges;  and  administration  of 
complaints  regarding  the  assignment  of  classes  to  bargaining  units  or  the  designation  of 
employees  as  Management,  Supervisory,  or  Confidential.  Civil  Service  Commission 
Rule  21  was  adopted  to  provide  specific  administrative  procedures  to  carry  out  these 
functions  which  were  assumed  by  the  Commission  in  August  1976. 

The  Employee  Relations  Ordinance  does  not  cover  uniformed  members  of  the  Police 
and  Fire  Departments,  and  it  has  limited  application  for  employees  of  the  Municipal  and 
Superior  Courts  and  the  San  Francisco  Unified  School  and  Community  College 
Districts. 


yee  Orcran  iza  tion  Cert  ifica  t  ion  /Decertifies  tion 


An  employee  organization  may  petition  to  become  the  recognized  or  "official" 
representative  for  a  Bargaining  Unit  composed  of  classes  with  similar  duties  and 
responsibilities  (i.e.,  community  of  interest). 

Formal  recognition  of  an  employee  organization  entitles  it  to  rights  and  responsibilities 
as  specified  in  the  Employee  Relations  Ordinance,  such  as  the  right  to  meet  and  confer 
with  City  and  County  management  representatives  and  to  enter  into  Collective 
Bargaining  Agreements  on  behalf  of  City  and  County  employees.  If  agreement  is  not 
reached,  the  parties  may  utilize  the  interest  binding  arbitration  procedures  of  the  City 
and  County  of  San  Francisco  Charter. 

Upon  receipt  of  a  valid  petition,  staff  conducts  a  secret  ballot  election.  Such  elections 
involve  arranging  for  a  pre-election  conference  to  determine  the  date,  time,  and  place  of 
the  election,  and  eligible  voters.  A  majority  of  those  voting  determines  the  results.  After 
resolving  any  protest  over  the  conduct  of  the  election,  staff  formally  certifies  the  elected 
employee  organization,  if  any,  to  represent  the  employees  in  their  labor  relations  with 
the  City  and  County.  Staff  may  also  conduct  decertification  or  "recall"  elections.  This 
occurs  when  a  group  of  employees  or  an  employee  organization  submits  proof  that  a 
sufficient  number  of  the  affected  employees  no  longer  wish  to  be  represented  by  a 
particular  organization. 


Page  20 


CITY  AND  COUNTY  OF  SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 


For  craft  classes,  an  employee  organization  may  gain  recognition  status  by  submitting 
documentation  that  these  employees  have  historically  been  represented  by  the 
petitioning  organization.  After  researching  the  matter,  staff  certifies  the  organization  as 
the  official  representative,  or  if  the  matter  is  under  dispute,  requires  that  an  election  be 
held.  During  Fiscal  Year  1994-95,  staff  conducted  a  recognition  election  for  the 
Supervisory  Probation  Officers  and  a  decertification  election  for  the  Management 
Bargaining  Unit. 

A  major  task  this  past  fiscal  year  was  conducting  the  election  for  the  Management 
Bargaining  Unit.  This  involved  a  decertification  proceeding  as  the  Unit  was  represented 
by  the  San  Francisco  Municipal  Executives  Association.  The  International  Federation 
of  Professional  and  Technical  Engineers,  Local  21,  submitted  a  valid  petition  to 
decertify  or  recall  MEA  and  certify  Local  21  as  the  bargaining  representative  for  the  unit. 
The  election  generated  a  great  deal  of  interest  as  it  involved  approximately  377  of  the 
City  and  County's  management  employees.  The  ballots  have  been  counted;  however, 
the  results  of  the  election  have  not  been  certified  as  a  significant  number  of  ballots  were 
impounded  because  of  pending  unit  disputes.  The  disputes  are  being  mediated  and 
the  results  of  the  election  will  be  determined  when  a  sufficient  number  of  protests  have 
been  resolved. 


Unfair  Labor  Practices  Charges 

In  Fiscal  Year  1994-95,  thirty-two  (32)  Unfair  Labor  Practices  Charges  were 
investigated,  the  criteria  for  which  is  set  forth  in  the  Employee  Relations  Ordinance. 
Initially,  staff  determines  if  the  charge  presents  a  "prima  facie"  case.  The  charged  party 
is  requested  to  respond  in  writing  to  the  allegations.  Staff  then  attempts  to  resolve  the 
dispute  by  identifying  the  key  issues  and  contacting  each  of  the  parties.  A  settlement 
conference  may  be  held  to  mediate  the  dispute  by  reviewing  the  issues  with  the  parties 
and  proposing  possible  remedies.  If  mediation  is  not  successful,  the  charge  is  referred, 
in  whole  or  in  part,  to  an  Administrative  Law  Judge  for  hearing  and  final  determination. 
When  hearings  are  required,  staff  conducts  a  pre-hearing  conference  to  clarify  the 
issues  and  to  set  the  date,  time,  and  place  of  the  hearing. 

Program  activity  has  continued  to  increase  due  to  the  impact  of  recent  Charter 
amendments  affecting  bargaining  for  City  and  County  employees.  As  the  City  and 
County's  negotiation  parameters  have  expanded,  functions  provided  by  this  program, 
such  as  the  processing  of  Bargaining  Unit  Complaints  and  the  investigation  of  Unfair 
Labor  Practices  Charges,  have  become  a  critical  component  of  the  City  and  County's 
overall  labor  relations  efforts. 

A  highlight,  however,  was  the  Administrative  Law  Judge  hearing  held  to  consider  the 
Unfair  Labor  Practices  Charge  filed  by  Local  21.  The  Charge  was  extremely  complex 
and  involved  a  number  of  key  labor  relations  issues.  The  hearing  lasted  for  sixteen  (16) 
days.  A  major  allegation  concerned  the  City  and  County's  method  of  assigning  classes 
to  bargaining  units.  In  February  1995,  the  Judge  issued  a  decision  ruling  in  favor  of  the 
City  and  County's  position.  Therefore,  the  City  and  County  will  be  able  to  move  forward 
on  many  related  issues  which  have  been  held  up  pending  the  resolution  of  this  dispute. 
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Uin it  A  ssh^nmen.  t/Compfa in ts 

This  program  also  handles  complaints  involving  the  allocation  of  classes  to  bargaining 
units  or  the  assignment  of  a  Management,  Supervisory,  or  Confidential  designation. 
This  is  in  accordance  with  the  Employee  Relations  Ordinance  which  outlines  fifteen  (15) 
bargaining  units,  some  of  which  are  divided  into  sub-units.  These  units  are  composed 
of  classes  with  similar  duties  and  responsibilities  for  negotiation  purposes.  The 
Employee  Relations  Ordinance  also  specifies  that  some  employees  may  be  designated 
as  "Management",  "Supervisory",  or  "Confidential"  because  of  the  nature  of  their  duties 
and  their  functional  role  within  a  department. 

The  Employee  Relations  Division  of  the  Department  of  Human  Resources  is 
responsible  for  assigning  classes  to  units  as  well  as  for  assigning  Management, 
Supervisory,  or  Confidential  designations  after  consulting  with  department  heads.   Both 
actions,  unit  determinations  and  designation  assignments,  may  be  protested  by  filing  a 
complaint  with  the  Civil  Service  Commission.  Staff  reviews  these  complaints  and 
attempts  to  mediate  the  dispute.   If  mediation  is  not  possible,  staff  arranges  for  the 
issue  to  be  resolved  by  an  Administrative  Law  Judge.   In  Fiscal  Year  1994-95,  staff 
resolved  forty-three  (43)  Bargaining  Unit  Complaints. 
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